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Objectives 

To accomplish its primary goal of impacting the textile industry, especially m the southeast, by 
increasing basic literacy skills and worker productivity, this project is designed to accomplish the 
following three objectives over the 18 month funding period: 

Objective 1: Workers trained mil show significant increases on literacy skills tests of reading, 
writing, problem solving, computer, and/or math skills. 
We changed the areas in which we sought significant increases. 

After task analysis it was determined for five of the departments that the primary job-specific skills 
needed were basic computer skills and specific introductions to WordPerfect, DBase, and LOTUS, 
These classes, although workplace specific and determined by the task analysis, were deemed 
unallowable by the Dept. of Education guidelines for this project Thus the Adult Education parmer 
hired a full-time teacher to teach these classes in addition to this project and the employees enrolled in 
these computer classes are not claimed as students by this project 

In the five other departments it was determined that the first, most critical, literacy skills needed in 
this fabrication plant were department-specific vocabulary, math, and communications skills. Problem 
solving was incorporated into the math and communications. In the Department-specific classes 
reading and writing were de-eraphasized except for a few task specific areas such as memo writing. 
Many workers, however, went into GED classes for basic reading, writing, and math. Some of these 
workers went straight to the GED classes, while many others went into the GED classes after first 
having gone through the Departmental classes. 

We changed the tests used for measuring literacy skills. 

Please see details in #5 (evaluation activities). 

Given the changes, the objective was met. Students made significant improvements in vocabulary 
and math scores and also met criteria for communication skills. 

Objective 2: Workers trained will show significant increases in job productivity, by improving unit- 
time production and/or quality control 
Efforts to measure job productivity included attendance figures in the first department, production 
and waste figures by department, and individual productivity records via hours worked and wages. 
Due to the tremendous variability in worker schedules in the fabricatioa part of textiles, we were quite 
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unsuccessful at getting these measures into meaningfiil fonns for evaluation. It was completely typical 
for employees in fabrication to work 4 days one week, be off one week, work 6 days for a couple 
weeks, etc. The short nature of the intervention, coupled with the high baseline variability, made data 
analysis extremely complex. It was noted that although the productivity data was there (collected by 
the business partner routinely) and was available to us, that analysis would require very lengthy data 
collection and data manipulations to handle covariance and other necessary adjustments. It was 
estimated that to extract meaningful evaluation data would be a full-time, all project job. Since this 
type of personnel or personnel expenditure was not built into this demonstration project, it became 
necessary to focus evaluation efforts on other measures. 

Objective 3: Area apparel / textile plants will increase their literacy training efforts; i.e,, the amount of 
literacy training offered or planned, will increase for a significant number of factories. 
This objective was measured in two ways. First, a list was kept of companies that made 
appointments for consultation visits and tours of our project facilities. Second, a follow-up (4 months 
later) questionnaire was administered to people who attended our project-end seminar on establishing 
workplace literacy programs. The number of companies that sought our direct help (20) was quite 
large. The seminar attendees indicated that the seminar made them better informed, better prepared, 
and better motivated to involve their business in workplace literacy efforts. In addition there were 12 
different seminar participants who indicated an increased involvement (average increase of 2 points on 
a scale of 5) four months after the seminar. These results indicate that this objective was also met. 

Our success at achieving our objectives was also indicated by our successful completion of all 
enabling objectives. The project achieved the following five enabling objectives: 
/ ) Identify the literacy demands for each job at this factory. 

2) Identify curriculum appropriate for each job in terms of literacy demands and specific job 

junction; i.e., identification of junctional context curriculum materials. 

3) Identify (for the workers) potential literacy deficiencies for current jobs, transfers, promotions, 

and/or future jobs. 

4) Identify each worker's job literacy deficiencies, (done for each worker who attended classes) 

5) Present a model for implementing a worksite literacy skills enhancement training program 
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Planned Schedule and Revisions 

The time line for completion of project activities. Table 6 in the original proposal (attached here), 
was followed quite closely for activities #4, #5, #6, and #7. The major changes related to activities 
#1 , #2. and #3-task analyses, curriculum, and job mc bility charts. Each of these activities was 
accomplished but they were accomplished in parts across the entire project. This occurred because of 
the planned strategy of doing one department at a time in order to be able to learn from our efforts and 
make improvements in each successive offering. Our plan woriced well but required more time in 
curriculum and job mobility charting than we had f Jiticipated. This added time requirement, coupled 
with a delayed start for the program as the business partner completed construction of a new on-site 
classroom facility for us, extended the completion of the first three activities across the entire project. 

One other change that occurred was that we did not conduct 10 separate department classes as first 
planned. In doing the task analyses, we determined that several smaller departments needed the same 
basic literacy skills which centered around computer usage. Classes were held for all these depart- 
ments simultaneously and as non-grant activities (see section "Objectives" for further explanation). 
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Project Participants 

The participants in grant classes included Departmental classes and GED classes. 

Department-specific Classes: 

Then were roughly 20% of the workforce who volunteered during the grant period for classes that 

direcdy served them. The remaining 80% have the indirect benefit of a program and classes now being 

an established part of this plant's activities, Le., many will direcdy be served after the grant period. 

They also have available the job mobility charts to which they can refer when considering promotions, 

transfers, and/or future jobs. 

Department Total # of dept employees # started classes* (%) finishers* (%) d ropouts (%) 
Pillow Case 96 38 (40%) 12 (32%) 26 (68%) 

Automatics 174 35 (20%) 9 (26%) 26 (74%) 

Special Sew 98 16(16%) 14(88%) 2(12%) 

Fitted Sheets 371 40(11%) 31(78%) 9(27%) 

Packaging 201 34(17%) 29(85%) 15(15%) 

TOTALS: 940 **163 (17%) **95 (58%) 78 (42%) 

40 packing line employees received (and passed all objectives in) a 3-hour computer introduction to 

prepare for a new computer assisted inventory management system, totals: **203 start **135 finish 

** "started class" means pretest given; "finisher" means posttest given. 

5 



GED Classes: 

From July 1, 1991 to July 1, 1992 there were 128 students attending GED classes for a total of 
3,038 hours of instruction. Of these students there were 20 who passed the GED exam during this 
period. Many of these students started with our department classes or our non-grant computer classes 
(which had 78 workers participating during this period) generated by our task analyses. 

The GRAND TOTAL of employees directly served during the grant period is 409 (includes 
computer classes), with 331 serviced via funded grant activities- 
Dissemination Activities 

The dissemination activities for this project have been extensive and have included the following: 

1) National presentations 

40th Annual Conference, American Association of Adult & Continuing Education, Montreal, 10/91 
Annual Conference of P.E.O.P.L.E. (Promotion of Excellence in Organizations through 
Productivity, Leadership and Empowerment), Atlanta, GA, 5/92. 

2) State presentations - State Share Group Meetings (state educators & business people) 

11/91 Lexington 
2/28/92 Columbia 

3/13/92 Columbia SCAACEday workshop 
4/24/92 Greenville 

6/25-8/92 Myrtle Beach State Ad Ed conference — our company received competitive 
state business award for workplace literacy on-site programs. 

3) Close cooperation and sharing of materials with the SC Woriqplace Literacy Resource Center. 

4) Full day on-site seminar 8/20/92 for educators and businesses from around SC, NC, & GA. 

5) Tours and informal consultations with 20 businesses planning or starting workplace programs. 

6) Four newsbriefs to supporters and other textile workplace programs (including places in SC, 

NC, FL, ME, TX, VA, GA, MD, WA) sharing information and materials. 

7) Coverage of our program by the SC Literacy Assn., the SC Chamber of Commerce, the Textile 

Manufacturers* Assn., and the Governor's Council for Workforce Excellence. 

8) Special articles in Clemson WbrW (alumni newsletter) and the newsletter Adrmm^frotor 

(resulting in letters and calls from Ohio, Delaware, Michigan, and others). 



Evaluation Activities 

The evaluation method was designed and executed by Dr. Nancy Pfeck. The evaluation of this 
project was both formative and summative. 

For the formative evaluation Dr. Peck used the main objectives, enabling objectives, and project 
objectives to develop a set of basic project elements. These elements were organized into a monitoring 
checklist to assess the time and degree of implementation of each element Implementation of elements 
was verified continually by monitoring the following data provided: project director's log books; on- 
site coordinator's log books; instructors' records and test scores; factory personnel records; plant 
supervisors' and productivity reports; meeting agendas and minutes; and product development. In 
addition to data provided to her, the evaluator made four on-site visits for observations of training 
sessions, for interviews, and to inspect records. 

Dr. Peck analyzed the project objectives and developed evaluation questions to serve as the basis of 
summative evaluation. During the course of the project, she recorded, verified, and filed summative 
data. A fmal evaluation report was developed at the end of the project Products developed during the 
project (e.g., job mobility chart, curriculum materials) were done according to prior specifications. 

Formative and summative evaluation records were kept by Dr. Peck who provided periodic oral 
and written feedback to the project director and staff via the Advisory Team meetings. These records 
provided descriptive background information for dissemination reports and the final evaluation report 
that will be helpful to those interested in replicating the project (Please see Final Evaluation Repon.) 

Evaluation of departmental classes' success was attempted in two ways- via educational test data 
and via workplace specific data (e.g., absenteeism and productivity). While the educational analysis 
was successfully completed, the workplace specific data analysis was not successful. 

Efforts to measure job productivity included attendance figures in the first department, production 
and waste figures by department, and individual productivity records via hours worked and wages. 
Due to the uiemendous variability in worker schedules in the fabrication part of textiles and the 
relatively short period of educational intervention, we were unsuccessful at getting these measures into 
meaningful forms for evaluation. A typical fabrication employee may work 4 days one week, be off 
one week, work 6 days for a couple weeks, etc. It was noted that although the productivity data was 
there (collected by the business panner routinely) and was available to us, that this type of variability 



would lequire very lengthy data collection and data manipulations to handle covariance and other 
necessary adjustments. It was estimated that to extract meaningful evaluation data would be a full- 
time, all project job, and thus impossible for this project 

Without work-specific data, the sunmiative evaluation of class impact rested with the educational 
analysis. In the first department we attempted to use many measures: 1) a sight vocabulary test of 
department specific words, 2) an informal reading inventory (IRI), 3) a Cloze test for comprehension 
of work-specif!^ material, 4) a standardized (ABLE) reading test, 5) a standardized (ABLE) math test, 
6) a work-specific math test. Except for 4 and 5, we created all these tests. The results were that 
many students quit due to excessive pre-testing. 

In the next department we eliminated the Cloze and IRI which were most disliked by the students. 
We also eliminated the work-specific math test because every employee had some examples that were 
clearly NOT their type of job, and they felt very strongly that they should not have to be accountable 
for that The following tests were used in the second departmental classes: 1) a comprehension test ~ 
write sentences for 25 words randomly selected from work-specific vocabulary list (about 175 words), 
2) a sight vocabulary test of department specific words, 3) a standardized (ABLE) reading test, 4) a 
standardized (ABLE) math test 

For the final three departments the same tests were used, except that the standardized vocabulary 
test was eliminated as inappropriate since we focused on work-specific vocabulary and tested that In 
addition, we kept basic criterion measures for the problem solving steps and communication 
introduction that we taught in these later classes. Students made significant improvements in 
vocabulary and math scores and also successfully reached criteria for problem solving and 
communication skills. 

Changes in Key Personnel 

There were none. We did lose our curriculum person for the last months of the project She 
had a severe ankle injury and then took another job with six weeks left in the project However, 
we were able to adequately cover for her with the existing staff. 
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National Workplace Literacy Project 
at Clemson, South Carolina 



Introduction 

The National Workplace Literacy project at the J. P. Steven's 
textile plant is predicated on the need to upgrade job related 
literacy skills, resulting in higher productivity in a large 
fabricating plant in up-state South Carolina. It was designed to 
i^^pact the textile industry by developing, demonstrating, and 
sharing the results of a model literacy skills training program 
with other fabrication plants in the Southeast. 

The textile industry, and fabrication in particular, is under 
continual pressure to retain workers because of rapidly changing 
technology and pressure from overseas competition. This 
National Workplace Literacy Project Is attempting to identify the 
resulting changes as they relate to litere.cy training needed for 
the workers to keep or shift their jobs. Therefore, workers who 
receive training in this project should be better able to perform 
their jobs, increase productivity and have a greater likelihood 
of retaining their jobs and becoming upwardly mobile within the 
industry structure. 

Purpose 

The primary purpose of this report is to assess whether this 
National Workplace Literacy demonstration project has improved 
the literacy skills in the workplace and whether that, in turn. 



has improved productivity at the This assessment measure can be 
found in Appendix C. J. P. Stevens plant in Clemson, South 
Carolina. 

A secondary purpose is to determine whether program objectives 
have been met. The enabling objectives of this program include: 

1. the development of a literacy task analysis for current 
and anticipated jobs in a large fabrication plant 

2. the selection and development of curriculum materials 
for functional context job literacy education 

3. creation of a hierarchical job mobility chart based on 
job literacy requirements 

4. completion of an employee literacy audit 

The evaluation will be both summative and formative. Part I of 
the evaluation report will be formative in nature, documenting 
the process followed, obstacles encountered and/or changes made. 
This documentation of operation is important if this process is 
to be replicated in other fabricating plants in the Southeast 
region. It is also critical that the various program components 
and activities used in the project be described and documented in 
order to establish causal links between project participation and 
project outcomes. Part II will contain the summative data. Both 
the main objectives and the enabling objectives will be examined 
to determine if the objectives have been met. 
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PART I 
FORMATIVE EVALUATION 



Personnel 

Staff Characteristics 

The experience and accompanying competency of the staff is a 
major consideration in a demonstration project of this magnitude. 
The skill of the project director coupled with the educational 
background and the plant experience of the on-site coordinator, 
established a strong foundation from which to operate the 
literacy project. it became clear early in the process, that it 
would be necessary for all key players, including the curriculum 
coordinator and teacher, to work together as a team to plan, 
develop and implement the various project components. This close 
cooperation was not always possible due to a weak link in the 
team, but was circumvented in a successful manner and did not 
effect the ultimate goals of the project. 

Advisory Committee 

The advisory committee met weekly and was comprised of the 
project director, on-site coordinator, curriculum coordinator, 
plant manager, personnel director, plant training manager, 
project teacher(s), and when appropriate, the evaluator. These 
meetings proved to be valuable as the key players discussed and 
debated issues, shared information with each other, made joint 
decisions and fine-tuned the project in a collaborative fashion. 
In August, in an effort to enhance quality development, two 



employees and a supervisor were asked to serve on the advisory 
board to give another important perspective to the decision 
making process. Notations from these meetings can be found in 
Appendix A. 

Partnerships 

The collaboration efforts of the project partners lend. strength 
to the entire operation. The plant manager and personnel 
director demonstrate commitment to the project and are supportive 
to the efforts of the team. This was evidenced by their early 
initiative in promoting this literacy effort, in verbal support 
at meetings, in memos sent to employees and by their presence at 
recruitment functions. The company provided the space for the 
training, building a new classroom specifically for the literacy 
project and has purchased rewards for completion of the training 
programs (certificates, banquet etc.). In addition, the Oconee 
Adult Education division has provided 20 I.B.M. computers and a 
Network Server, one teacher and necessary instuctional materials. 
The principal partner, Clemson University, provides the 
leadership and financial base for the project. 



Literacy Task Analysis 

Developing a task analysis for each job was an important 
component of this project. Research indicates that there has not 
been a job analysis done for a fabrication plant, and if the 
curriculum and materials are to become job specific, the product 
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must depend on an understanding of the skills needed to perform 
each job and the literacy demands that correspond to each skill. 

Because the J. P. Stevens plant is so large, the plan of operation 
was designed to deal with each department separately. This 
proved to be a prudent decision since workers wanted training to 
be job specific and skills and applications varied from 
department to department • 

The literacy task analysis for each job within the ten 
departments became, as was predicted in the proposal, an 
extensive task made up of several components. The on-site 
coordinator began the task by obtaining the job descriptions from 
the training department. She also collected all other relevant 
printed materials (forms and manuals), to review and analyze. 

A random readability check was performed on memos, forms and 
manuals to determine the difficulty of the materials that the 
workers were expected to read. The materials were found to vary 
within a range of 6th - 14th grade reading level with many 
materials in the upper range. It is clear that a large 
discrepancy exists between the reading level of many of those 
participating in the program and the readability levels of the 
materials being used throughout the plant. Recommendations were 
made to the plant management, to rewrite the current written 
materials. It was further suggested that they oe sensitive to 
reading levels of future written documents by reducing the number 
of syllables in a sentence and reduce the length of the 



sentences. Though all members of the advisory committee agreed 
that this was a good idea, to date, existing materials have not 
been rewritten, but some effort is being made to simplify 
currently written material that is circulated through the plant. 

At the conclusion of this review, a number of people were 
interviewed by the site coordinator. The plant manager, the 
personnel director, the department managers and supervisors and 
several employees on each shift, were asked to assess need and 
anticipated response to the literacy project within each 
department, preferred hours for training, and input requarding 
the curriculnm content. At the beginning of the project, the 
questions asked were informally posed, and it was recommended by 
the evaluator that a more structured interview be developed that 
might be replicated for future literacy projects. This has been 
done and is included in Appendix B. The next step of the on-site 
coordinator was to evaluate the tasks involved in each job in the 
department by observing and talking to the employees. 

When all this material was collected, the on-site coordinator 
with the assistance of the curriculum coordinator, determined the 
reading, writing, math and problem solving skills needed for each 
job description. This information became the basis for the 
development of the curriculum and materials for the literacy 
skills training. (Appendix C) 

Finally, the literacy task analysis for the jobs in each 
department were charted and used as individualized progress 



sheets for participants. (Appendix C) As a total package, they 
combined to comprise a mobility chart for the entire fabrication 
plant. (Appendix G) 

This same procedure was employed in each department prior to the 
literacy training classes for that department. This process was 
time consuming and tedious but a vital ingredient for a 
successful project. 

The major lesson learned, and changes made, at this level were 
related to the job descriptions of the training team. It was not 
possible to isolate the jobs of the on-site coordinator, the 
curriculum coordinator and the instructor as initially perceived. 
They discovered that all parties needed to operate as a team to 
understand the task involved and deliver a relevant curriculum. 
Originally, the site coordinator was to be singularly involved in 
performing the task analysis. However, the curriculum 
coordinator and the teacher discovered that unless they were 
involved in this process also, they could not clearly understand 
the tasks and the vocabulary required to develop questions for 
training. Collaboration of the key players was recognised as 
being essential, but occasionally was problematic due to 
professional\personal conflicts with a staff meitiber. 

After the task analysis was completed for each department, the 
corresponding development of assessment measures and curriculum 
began. 



Assessment 

Collection of Base Line Data 

Before classes began, it was important to collect base line data 
so that the evaluation could determine if, in fact, the literacy 
skills of the participants had improved and whether productivity 
was affected. Therefore, both quantitative and qualitative data 
needed to be collected to assess literacy skills as well as 
indications of productivity before and after participation in the 
literacy classes. 

The advisory committee spent much time determining which 
instruments and indicators would reflect change in these areas. 
Consultants and experts in the field (adult education, reading, 
etc.) were contacted to find out the most effective measures 
currently being used nationally. It was concluded that there 
were few, if any, really effective measures developed to 
determine literacy level. However, with limitations noted, the 
ABLE test was agreed upon as a standardized measure and the 
remainder of the instruments were designed to relate specifically 
to the skills needed in the fabrication plant in general and each 
department specifically. 

The following instruments were intended to be utilized as base 
line data for the project: 

Literacy Measures 

o A standardize measure for reading comprehension - ABLE 
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o Informal Reading Inventory 

o Oral Reading Test (PORT) based on job specific and 

department vocabulary 
o Math test based on the jobs within the department 
o A cloze procedure reading test (Appendix B) 
As the classes progresr.ed, many adjustments were made in the 
literacy measures because the chosen instruments did not appear 
to be measuring what they were intended to measure. Changes are 
discussed in Part II of the evaluation. 

Productivity Measures 

Data collected by plant management were to be used to determine 
productivity levels before and after the literacy classes. That 
data included such factors as: 

o time studies 

o quality check information 

o production rates * 

o attendance 

Analysis of this data were inconclusive. (Part II) 
Attitude Questionnaire 

The advisory committee developed a list of behavior indicators 
that might suggest an attitude change that could be accounted for 
by the intervention of the literacy classes. A measure was 
developed using these indicators that would be administered to 
the floor supervisors and participating employees before and 
after the intervention, to judge whether there had been an 

9 



attitude change that could relate to productivity levels in the 
workplace. The indicators included: 

o attitude toward company 

o enthusiasm for job 

o expertise at current job 

o ability to coordinate with other employees 
o ability to coordinate with supervisor 
o dependability 

o ability to work unsupervised 

o communication skills - verbal/written 

o rate skills necessary for current job placement 

o motivation to do extra training 

o motivation for advancement 

o potential for advancement 
The attitude measure results were inconclusive. Specific results 
are included in the quantitative section of this report. This 
assessment measure can be found in Appendix B. 



Recruitment 



It was necessary to recruit employees separately for each of the 
first six departments, since classes were designed to be 
department specific. The first step in the recruitment procedure 
was to set up a meeting with department employees, supervisor, 
department manager and personnel director, to promote the 
literacy training. The on-site director explained the process 
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while the Personnel Director discussed the need for such a class. 
During the meeting, each employee that was interested filled out 
a form. A later meeting was scheduled to discuss class times for 
the potential participants. Time became a problem for many, 
since classes were scheduled before or after work. The last four 
deparments were smaller and it was decided that it would be more 
efficient to collapse them into a single class. The format of 
this class was computer driven because the needs of the 
participants could be more clearly addressed by enhancing 
computer skills. 

Incentives 

It was obvious to the primary players in this project, that 
recruitment of the employees of the plant would be important to 
the success of the program. Many of the workers had been with 
J. P. Stevens for up to 25 years and felt that there was little 
new of value to learn. Verbal messages from management regarding 
technological changes in the plant were important but often not 
internalized or personalized by the employees. The original 
intent of the proposal was that the plant would offer paid time 
for training or give released hours for training. This, 
initially became impossible because of either increased 
demands (overtime) or too little vork (lay offs). The management 
wanted to provide monetary incentives, but in the onset of the 
training, decided that production demands counter indicated such 
a possibility. When the requests finally did get approval by 
management, it was too late in the process to implement the 
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change in lieu of those employees who had already completed the 
course without monetary or time incentives. Consequently, it was 
decided by the advisory board, to implement the incentive of one 
hour pay for three hours work for the next grant. Instead, the 
advisory committee created other incentives that included 
completion certificates, perfect attendance certificates and a 
banquet for those employees completing the literacy program 
training. in addition those students who satisf actorally 
completed the GED training, were rewarded with a framed diploma 
and a cap and gown graduation ceremony. 

Program Development 

Curricu lum/Materials Development 

After the assessment tests were developed, and the task analysis 
was completed, materials were developed for each department that 
were both generic and job specific. A glossary of vocabulary from 
each department was collected which became a base for curriculum 
development. Information for the vocabulary units were gathered 
from job descriptions, the FSA manual, forms, signs used on job 
sites and instruction manuals. This proved to be a learning 
experience for all involved. Modules were then developed in 
curriculum blocks that included communication skills, reading, 
vocabulary, writing and math. Each unit included the objective, 
instructor's activities, student's activities and resources. 
Samples of these units can be found in Appendix D. 

The materials developed for the vocabulary unit included a 
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computer program that was very popular with the participants. The 
program used various activities to learn job specific 
vocabulary, it appeared to both motivate and involve the 
participants in the classes. Because computers were used as a 
training tool, it became necessary to teach skills in computer 
literacy. This component was not included in the master plan, 
but became a necessary and important prerequisite of the program. 

Originally, the curriculum coordinator was designated to develop 
most of the materials, however, a team approach alco seemed to 
work more effectively in this phase. A progress chart was kept on 
file for each project participant. Each job title had a 
corresponding form, with the skills identified to be taught for 
each person (based on the task analysis). This step tended to 
personalize the program and provide highly individualized plans. 
(Appendix E) 

The development of the curriculum was challenging and the 
products impressive. Once again, any problems were quickly noted 
and fine tuned appropriately. 

Implementation of the Program 

Implementation of the program was delayed due to problems 
incurred in building the classroom. This delay caused some 
anxiety on the part of the staff and participants, and probably 
contributed to a rocky beginning for the first department, (the 
pillowcase department) The assessment procedures took longer 
than anticipated and several of the participants became 
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discouraged and dropped out of the program. However, the 
classroom, when finished, provided a good setting for various 
kinds of instruction and included a small office for the staff. 
The assessment procedures were revamped and a smoother operation 
was in place for automatics, the second department. 

Schedules and class times likewise needed to remain flexible and 
offered at the most convenient times for the employees. This 
convenience would vary from department to department or change 
with company demands. As a result, teachers needed to be 
available early in the morning and/or late in the evening, to 
accommodate as many participants as possible. if less than four 
participants signed up for any given class time, that class was 
canceled and students were urged to choose another time. In the 
beginning, grant classes met 12 times for two hours. As the year 
progressed, the class time was reduced to 20 hours and finally to 
16 hours. This flexibility, again, appeared to be a necessary 
element of a successful workplace training program. 

Continual adjustments were made in the implementation of the 
program as the teaching team responded to the needs of the class 
participants. The individual components making up the curriculum 
changed in sequence, time allotted and emphasis. One reason was 
due to the changing needs of each department. Another more 
important reason was that across departments, class participants 
were encouraged to give feedback, and their responses and 
reactions to the program helped the project team make appropriate 
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adjustments in the design and implementation of a curriculum that 
more clearly met the generic needs of the all the employees. 
This continual fine tuning of the program emerged as another 
strength of the project. At the beginning of the training, 
sessions were devoted primarily to vocabulary, reading and math. 
As time went on, it became clear that a more motivating format 
and greater involvement of the participants was needed. 

Discussions during class revealed an abundance of problems 
related to on-the-job coimnunication . Responding to this need, 
the teacher and team designed a more comprehensive communication 
unit that included listening skills and interpersonal problem 
solving skills. 

Instruction 

To enhance motivation and relevancy, a variety of strategies for 
the delivery of instruction were used by the teachers. Though- 
there was a workbook and written activities for individualized 
study, a majority of the classroom instruction was designed with 
a "hands on" approach. For instance, during the discussion of 
math problems, rulers and pillow cases from the floor of the 
plant were used. Similarly, actual materials were cut and 
measured and 'tools of the trade' were used to demonstrate 
mathematical concepts. The classes made use of calculators to 
determine actual paychecks and deductions. 

Speakers from management also came in to talk about employee 
benefits and financial aspects of their jobs. These sessions 
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demonstrated the usefulness of competency in math skills as well. 

The computer programs have also proved to be a highly motivating 
tool for learning and an incentive to participate in the project. 
The coordinators agree that computer literacy training will need 
to be more deliberately built into the curriculum for future 
classes . 

Participants have verbalized that they want an even greater 
amount of instructional time devoted to job specific activities. 
In some cases this was possible and the teacher incorporated 
individualized job specific activities. In many cases, however, 
it was decided that a more generic approach was more useful to 
encourage greater mobility within the plant. Lesson plans and 
schedules can be found in Appendix E. 

Quality of Training 

The quality of training varied with experience and personality, 
but was rated high due primarily to the variety of strategies 
presented and the "hands on activities" that clearly tended to 
motivate the students. Classes rarely employed lecture as a mode 
of delivering instruction and depended heavily on discussion. 
The teacher appeared to understand adult learning preferences and 
was able to draw out those more reluctant to share ideas and 
information. Her style was unthreatening to the participants and 
she was able to keep lesson plans flexible and responsive to 
unanticipated needs. 
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The quality of training improved as time progressed because of 
changes and adjustments that were made in response to the needs 
of the participants as outlined above. 

Post Training Evaluation 

Teacher Perceptions 

The primary teacher (40 hours a week) was given a structured 
interview when the project was nearing completion. Her responses 
indicated that though her experience teaching adults was limited 
(1 1/2 years) she enjoyed teaching these literacy classes. She 
felt that the most effective instructional techniques were the 
use of computers, small group discussion in communication, hands 
on methods, cross training (students teaching other students), 
video taping and sessions that were directly relevant to the work 
site. 

The teacher commented that the most successful units were the 
computer literacy (job specific vocabulary) and communication 
skills. Participants particularly appeared to enjoy the 
interpersonal skill building sessions. She further said that the 
math unit lacked relevance to the work place, though the students 
seemed to appreciate the "brush up" in math. In addition, she 
thought that some of the assessment instruments were not relevant 
to the material taught. 

In the teacher's opinion, more materials are needed. 
Specifically, she would like more computers for vocabulary and 
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additional math units based on specific skills needed on the job. 
According to the teacher, the best outcomes of the classes were: 

o participants were surprised that they could still learn 

o enhanced self esteem 

o improved relationships between employees 

o new experiences for the participants such as using 

computers and gaining insights into their own personality 
o the formation of a support group for each other that in 

many cases lasted after classes had ended. 

When asked what she would like to see changed in the future, her 
responses included more time, paid attendance for the employees, 
classes specifically designed to teach reading, more relevant 
math problems and a chance to follow up with the participants at 
a later date. (Appendix F) 

Percept ions of class Participants 

Employees attending three of the training sessions were asked to 
fill out evaluation forms at the completion of the training and 
some were also interviewed by the evaluator. (Appendix F) 
When asked what they could do now that they couldn't do before 
taking the course, the typical responses were; use a computer, 
get along better with my co-workers, and learned more math. Most 
agreed that the course had helped them meet or work toward 
personal goals. When asked how they would rate this program they 
answered: 
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How would you rate this program? 

5 4 3 
Very interesting x 



r=56 
2 



x=mean score 



Boring 



Very useful 



Totally useless 



Much too difficult 



Very useful 



Much too easy 



Totally useless 



Exactly what I 
expected 



Not what I 
expected 



One hundred percent of those responding said that they would 
reconunend the class to a co-worker or a friend, and 90% responded 
that the class had helped them meet personal goals. When asked 
what changes they would make, most answered that they wouldn't 
change anything, but a few said that they would like more 
computer work, spend more time on employee benefits and spend 
more time in class. 

In a structured interview with class participants, it was found 
that they all hoped to improve themselves by taking the training 
and some felt that it could have an effect on their job mobility. 
All of the respondents liked the course in general but preferred 
the unit on communication. They said it gave them a chance to 
discuss their on-the-job frustrations and learn now to work more 
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effectively with their co-workers. Because they felt that much 
of the plant tensions are caused by the supervisors, they wished 
that they would be required to take the classes also. Those that 
were interviewed that had dropped out of classes, gave as their 
reasons; family crises, lay offs, and one college graduate felt 
that the class was too easy for him. 

Participation of Workers 

The dropout rate of those employees who showed interest during 
the recruitment meetings but did not show up for classes, was 
disappointing to the staff and carefully analyzed. In addition, 
the rates of those who began the classes and then dropped out 
were higher in the beginning than anticipated. 



Table 1 - Department-specific Classes Enrollment/Dropout 
Department fempioy #started % dept. #finish #dropout #reten. 



Pillow 
Case 


96 


38 


40% 


12 


26 


32% 


Automa- 
tics 


174 


35 


20% 


9 


26 


26% 


Special 
Sew 


98 


16 


16% 


14 


2 


88% 


Fitted 
Sheets 


371 


40 


11% 


31 


9 


78% 


Put-up 


201 


34 


17% 


29 


5 


85% 



Totals: 163 95. 68 58% 
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In the first department, the pillowcase department, the dropout rates 
were particularly high. A number of factors appear to have influenced 
this phenomena, including: 

o over-testing the first week 
o misleading expectations that all material would be job 
specific 

o a delayed start up time due to an unfinished classroom 

o no tangible incentives for the employees 

o misunderstanding of intent of the program 
Changes and adjustments were made ia the succeeding departments to 
respond to these factors and encourage a higher rate of retention. 

Though numerous changes made to improve the retention levels, by the 
time the automatics classes had begun, the plant began to require 
over-time from most of it's employees and the resulting effect was 
that there was no time left for class. In other cases, employees were 
laid off because there was no work in their specific departments. For 
many, the plant was too far from their homes to attend classes when 
not coming for work. These situations were out of the control of the 
project team and can not be attributed to the project effects. The 
attendance and retention in the remaining classes was considerably 
higher and may have indicated improved curriculum design operation. 

Reconaendatlons and Changes 

A number of recommendations were made throughout the duration of the 
course. These recommendations were discussed by the advisory board. 



and upon consensus, the appropriate changes were put in place. The 
recoininendations and subsequent changes are listed below: 
o Plant managers encouraged participation and clearly supported the 
program but were unable to initially give any tangible incentives 
(money or time). When permission finally arrived from top 
management, the program was more than half completed. The 
advisory board decided that in fairness to the participants that 
already completed the course, the incentive would be deleted 
until the next grant. An evaluation will be made in a subsequent 
grant whether this incentive tended to cause greater 
participation in future classes. 

o Materials were written by plant officials with little sensitivity 
to reading levels of workers in the plants. It was recommended 
that many of the materials, particularly memorandums, be 
rewritten with shorter sentences and a reduction of multi- 
syllable words. The curriculum coordinator agreed to assist the 
plant personnel to that end. New materials written within the 
plant were easier to read, but no attempt was made to revise 
materials already written. This decision was outside the control 
of the grant personnel. 

o The interviews with all levels of plant employees, were 

structured and written to enhance replication of the project. 

o . A class participant was added to the Advisory Committee to 
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represent the employees point view. 

o In development of the literacy task analysis, it was suggested 
that the following components be included to assist in the 
replication: 

1. task 

2. education skills involved (literacy level) 

3. curriculum content indicated 

4. assessment measure 

5 . expected outcomes 

o During recruitment, the presentation to participants, was revised 
to give the participants a clearer picture of the expectations 
and anticipated outcomes of the class. It was necessary to 
stress the need for both a broad based curriculum as well as a 
department specific curriculum to accommodate the possibility of 
mobility within the plant. 

o Testing procedures and instruments were adjusted to accommodate 

the needs of the participants. The result was a reduction in the 
amount of assessment material and therefore, in the amount of 
class time devoted to testing. Though not anticipated, employees 
reacted negatively to the amount of testing and many dropped the 
class as a result. In addition, it was determined by grant 
personnel as well as the evaluator, that the tests were not, in 
fact, measuring what was being taught in the class. 
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o staff realized that it was necessary to give immediate feedback 
to class participants regarding test scores and progress in 
class to reduce anxiety. 

o A qualitative measure was needed to judge whether participant 
needs were being met so that appropriate changes could be 
addressed. in response, the staff developed an open ended 
evaluation form to be administered to participants at the end of 
the session to get an anonymous gauge to various class factors. 

o There was an apparent need to develop a more relevant math 
curriculum. 

o Task analysis determined that the primary job-specific 

skills needed in the last five departments were computer 
skills. Therefore these five departments were collapsed 
into a single class providing introductions to Word Perfect, 
DBase, and LOTUS. 

All of the recommendations for changes mentioned above were made 
within the duration of the grant. 
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PART II 
SUMMATIVE EVALUATION 

Most of the enabling objectives of this project relate to the 
development of a product or a process. The outcomes are rather 
straight forward and can be verified by observation of the existence 
of the product or of the process in operation described in Part I. of 
the evaluation. The main objectives, however, will yield quantitativ 
data appropriate for statistical analysis . 

All of the main objectives and enabling objectives will be examined 
here to assess whether, in fact, those objectives have been met. The 
evaluation questions related to the objectives outlined in the 
proposal, will be used as guidelines for this analysis. 

Main Objectives 

1- Did workers who volunteer ed for training in the project increase 
basic literacy skills? 

Literacy skill gains were measured with academic skill tests. The 
choice of tests underwent numerous changes during the life of the 
project. The primary reason for this was the inability to find 
standardized measures that tested the skills being taught. In 
addition, the informal measures developed did not live up to 
expectations and the participants were clearly put off by rigorous 
testing procedures or indeed, by any testing at all. 
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Assessment measures were adiainistered to the five fabrication 
departments that received department specific educational classes. 
Those departments include Pillow Cases (PC), Automatics (A) , Special 
Sew (SS), Fitted Sheets (FS) and Packaging (P). The original plan 
called for an Informal Reading Inventory (IRI), the CLOZE Reading 
Test, workplace specific tests in vocabulary and math, and 
standardized tests in vocabulary and math from ABLE. They found that 
this was testing "overkill" and many students dropped out of class as 
a result, with only 10 per analysis, no significant differences for 
any educational measure was found, except for the CLOZE test with 
students who attended at least 20 hours of class. This is a 
comprehension test but it was also the measure most disliked by the 
employees. Thus, in the next department, only the work-specific 
vocabulary list, (a 25 sentence comprehension test for words randomly 
selected from the vocabulary list) and the TABE were administered. 
For the last three departments the TABE vocabulary test was dropped. 
Small numbers, due to the uncontrollable working conditions changes in 
the second department, prohibited meaningful analysis. For the last 
three departments (SS,FS,P) there were significant pre/post 
educational test score differences for vocabulary, comprehension, and 
math tests, except for comprehension in SS. 



2- Did workers who volunteered for training in the projfict 
increas eproductivity in the workplace? 
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TWO approaches were used to evaluate productivity. An attitude scale 
was designed to measure employee attitudes before and after class 
training. This involved a pre-post questionnaire that both employees 
and their supervisors filled out on all employees from each 
department. This questionnaire covered areas of company attitude, 
personality, motivation and perception of general and job specific 
academic skills. it was surmized that on-the-job attitudes of the 
employees were relevant to job productivity. 

The data was analyzed and presented in four ways: the overall 
differences between employees and supervisors before classes started, 
the differences between employees questionnaire responses of class 
participants and other in the department, the differences between 
supervisor questionnaire responses about class participants and others 
in the department, and the pre/post differences for the educational 
measures of class participants. 

For data comparisons between employees and supervisors there were two 
general findings. First, the supervisors ' s ratings of employees 
comments (attitude) toward the company (question #l)were significantly 
higher than the employee ratings of their own comments (attitude). 
This held true for four of the five departments (not SS). Second, 
employees rated themselves significantly higher than did their 
supervisors in virtually all other items. This included significant 
differences on nine items (#'s 6, 7, 8, 13, 14, 15, 16, 18, 20) in all 
five departments, on five items's(3, 5, 9, 10, 11, 19) in four 
departments, and on three items (#'s 2, 3, 12) in three departments. 



Only items #4 and #17 were not significant most of the time (for 4 out 
of 5 departments). The obvious conclusions are that supervisors do 
not fully know their employees' true attitudes toward the company and 
that, employees and supervisors do not agree on the abilities of the 
employee. Both of these are predictable outcomes. 

For the questionnaire. differences between class attenders and 
nonattenders there were very few, scattered significant differences 
for employee ratings. In general, differences did not change after 
classes were held. For supervisor ratings there were different 
patterns for different departments. For A and SS there were no 
significant differences before or after classes. For FS there were 
significant post-class differences with class attenders rated higher 
for #'s 1 and 6 and almost for #'s 7 and 8. For PC there were 
significant post- class differences with class attenders rated higher 
for #'s 1 through 8. For P significant differences were in the 
nonattenders' favor for #'s 6, 8, 13-16, and 19 with #'s 7, 11, 12, 
aind 19 also coming close to significance. 

Additional job performance analysis was deemed inconclusive due to the 
short duration of class time and the limited number of employees 
attending an entire course. Efforts were made to analyze attendance, 
production rates and individual plant performance. Results were 
inconclusive because of the short duration of training, and the 
limited number of employees participating in the program at any one 
time. In addition, the tremendous variability in product demand 
caused variability in hours and days worked. This coupled with the 

28 



change of machines and processes within the plant, made it impossible 
to determine short term effectiveness of the literacy program, a 
longer tracking period would no doubt yield meaningful results. 

3- Did the literacy training eff orts increase for a significant number 
of factories? 



This objective was met as evidenced by the number of companies that 
visited the plant, made follow up visits and asked for help in 
planning similar programs in thsir own plants. A network was formed 
among textile plants as well as others interested in literacy program 
that allowed from feedback, the extent of the impact of this 
demonstration grant project on replications or other similar literacy 
projects. In addition, the evaluation questionaire from 12 seminar 
participants indicated that the seminar motivated them to involve 
their business in workplace efforts. 



Enabling Objectives 

1- Was a set of lit eracy demands identified for each job at this 
factory? 

A detailed task analysis was completed for ten departments in the 
fabrication division of the J. P. Sevens textile plant. Appendix 

2. Was the curriculum appro p riate for each ioh. selected or modified 
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to match identified literacy demands and specific job functions? 



A thorough study was made of the materials developed for the grant by 
the evaluator. The materials developed were judged to be superior and 
meeting all the requirements set out in the proposal. (Appendix D) 

3 . Was a chart describing job mobility lines based upon identified 
current and future literacy demands created? 

A Mobility Chart was completed and can be found in Appendix G. 

4. Was a worker literacy audit plan developed and implemented? 

Since the assessment of need had been determined by plant management 
before the proposal was written, and indeed was the premise for 
initiating the proposal for a literacy in the workplace program, it 
was decided that any further assessment would be redundant, 

5 • Were other textile plants informed of results and findings? 

Since this project represents the first effort to perform an extensive 
task analysis in the apparel industry, it became essential that the 
process and results of this demonstration grant be widely 
disseminated. Throughout the grant, dissemination was accomplished 
through numerous means : 
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o Newsletters and publications of the S.C. Textile 
Manufacturers Association, Clemson World, S.C. Office of 
Adult Education, and S.C. and N.C. Literacy Council and the 
S.C. Chamber of Conunerce. 

o Newspaper articles 

o Clemson Apparel Research Computer Network: Apparel 
Management Information Service (AMIS) 

o Periodic updates and information sent to supporters 
and other textile workplace programs 

o State Workforce Literacy Resource Center (statewide 
dissemination ) 

o National Presentations were made at the American Association 
for Adult and Continuing Education (AAACE), 40th Annual Conference 
the American Association of Adult & Continuing Education, Montreal, 
10/91, Annual Conference of PEOPLE, Promotion of Excellence in 
Organizations through Productivity, Leadership and Empowerment), in 
Atlanta, GA, 5/92. 

o State presentations - State Share Group Meetings - in 
Lexington, Columbia, SCAACE day workshop, Greenville and the State 
Adult Education Conference in Myrtle Beach (6/25) 

o Visits from over 20 companies including Mayfair Mills, 
Michelin Tire Corporation, Phillips 66, Schumberger Industries, L.P 
Stevens plant managers throughout the Southeast and others. 

o A seminar entitled Winning the Race for Literacy in the 
Workplace. Nearly 100 people attended from across the state and 
textile plants in the Southeast, (program detailed in Appendix H) 
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Conclusions 



The workplace literacy project at the J. P. Stevens Textile plant 
was both effective and successful. The project changed the lives of 
the participants in significant ways. It impacted literacy skills, 
increased literacy skills, constructed a task analysis for each job, 
developed curriculum to match identified needs, created a mobility 
chart and disseminated information on each effort. 

In addition, the project affected the self esteem of numerous workers. 
Class participants and supervisors agree that the employees involved 
feel better about themselves, are better able to solve problems on and 
off the job and get along better with their co-workers because of 
improved communication skills. Participants further agree that are 
able to do things on the job that they were unable to do before and 
feel more confident that they can keep their jobs and in some cases 
aspire to higher level jobs within the plant. 

Though consistent feedback from plant managers and class participants 
confirms these conclusions, precise quantitative indicators for 
literacy and production levels were difficult to measure. This was 
due to the lack of standardized measures that reflect what was taught 
in the classroom and variables that interfered with the meaningful 
measurement of production indicators. As a result, quantitative 
measurement does not capture the essence and contribution of this 
literacy project to the textile industry and the L.P. Stevens plant in. 
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particular. The staff with the evaluator, continue to explore ways to 
more accurately demonstrate the impact of this and continuing 
workplace literacy projects. 

One way to assess the impact of the project on the plant and the 
participating employees, is to examine the positive spin offs that 
were generated within the plant as a result of the project: 

o Employees from the classes put in numerous volunteer hours 
to produce a newspaper, that by all accounts increased general 
communication within the plant and improved employee moral. 

o Management from neighboring J. P. Stevens plants became 
involved in the process. 

o Many of the class participants became 'hooked' and went on 
to take more training classes including the GED and computer specific 
classes. 

o Communication within the plant improved between management 
and employees . 

o There was a merger with the training department which lead 
to improvements in overall training efforts. 

o As results of this project are becoming known, a dialog between 
and among others plants is increasing and in turn, improving literacy 
efforts within the workplace. 

The key to an effective workplace literacy program appears to be 
flexibility. The flexibility that allows a project to be sensitive to 
the needs of the plant and the employees, by responding with the 
necessary changes. Demonstration grants of this nature and in this 

33 



44 



way, lend themselves to long range evaluation that is of particular 
value to the ultimate growth of a textile plant in a growing and 
changing technology. 
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Lions are the first of our four animal friends we will discuss. Lions are "King of the 
Jungle" In both business and personal relationships. They have admirable strengths 
such as being decisive, purposeful and great at conquering challenges. However, 
because they can be so hard on problems, they can also be hard on people. 

Seven General IttAXs of • Lion 

1. Lions Are Bom Leaders 

Lions are self-motivated; they dent need alot to keep them going . lust point 
them in the right direction! 

Often, lionp resist being controlled by anyone. A strong-willed child is a little 
lion. They allow xQUto live in your house! 

Lions are visionaries; they have a mental picture of how things should be and 
take whatever charge is needed to make their vision a reality 

2. Uons Like to Accomplish Things With Immediate Results 

Lions feel very strong^; that "life Is a series of problems they need to solve or 
challenges they need to meet." Because of this phitosophy, they act in certain ways- 

Lions don't like to relax around home « they need to be doing something; if you 
enjoy relaxing, a lion can really get on your nerves and maybe even make you feel 
guitty for not being productive! 

Lions ioyg projects: if no project is around, they can start making people (like 
friends and spouses) their project; they'll try to "improve" or "motivate" you 

Lions need to accomplish something - lying around on Myrtle Beach doesn't 
accomplish anything: "Let's go jogging or find 100 shari<s' teeth or something!" 

+ Lions can achieve great things - do the impossible 

- Projects can be pushed ahead of peopie 

- Ltons are prone to workaholism 

3. A Lion's Time Frame is Now!! 

It you wori< for a lion boss, his time frame is NOW. She might give you a project 
and say, "I want you to do this NOW." 20 minutes later, she comes to you with another 
project. "But you just gave me a project," you say. "Yes. But that was 20 minutes ago 
I want you to do this now." ^ ' 

Spouse Lion Talk: "Dinner needs to be ready NOW." 

Parent Lion Talk: "Stop crying and grow up NOW." 

Baby Lion Talk: "Change my diaper and feed me NOW." 

Hflwafl Qth fir Animal Frienrts Rflart to Lion Now intftn^j ty'? 

Lions can be so intensely into a project or just thinking about an 
upcoming project that they can look angry even if they're not. 

Golden Retrievers and Otters shy away from lion intensity; Lions 
sometimes use their intense nature to shieW them from "stupid" questions or 
interruptions or to gain emotional space that can create isolation from others 

•Lions need to be very careful to check and see how much input they let others 
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give in decisions making 



4. Lions are Decisive 

Tied in with their need to lead, control and accomplish things now is the ability 
to make decisions quickly: Lions can and will make decisions with or without the facts 
and often without asking anyone for advice. 

Lions tend to say things like: This is a no-vote decision. It's final." 

We need Lions who can make quick decisions sometimes (like emergencies) 

- The "It's Final" attitude can destroy relationships 

5. Uons Want Readers Digest-Length Communications 

Lions gag at small talk: they like short sentences, sticking to the point, and 
getting past the talk to "Let's do something!" 

Lion Talk: "Let's get to the point of this conversation. Talk about something 
important - not just "How's your day been?" 

+ Lions are great at getting to solutions 

- ButittakeJimsto develop good relationships 

6. Lions Often Feel Challenged by Questions 

Asking questions to a hyper Lion is often interpreted as a personal challenge • 
not a reasonable request for information; many Lions marry Beavers and Retrievers 
who have a natural bent toward question-asking. Denying Beavers and Retrievers the 
right to ask questions will harden them and shut the door to meaningful relationships. 
*Slow down. Lion, and look at all the sides of an issue 
* Realize a loving home is more important than simply demanding loyalty 
*Don't interpret Beavers' and Retrievers' need for clarification as a challenge to 
your authority 

7. Lions Are Not Afraid of Pressure or Confrontation 

Lions thrive on pressure; they put a great deal of pressure on themselves and 
others (Beavers and Retrievers do not thrive on pressure) 

Lions don't flinch at confrontation (otters and retrievers do) 

- Lions can hurt others without even realizing it 

- They can terrorize others with harsh language and attitudes; intimidate folks 
'Remember Lion: "You can win every verbal battle, but lose the war and the 

prize of your family's and friends' hearts" 
Trait Review 

1 . Lions are Bom Leaders 

2. Lions like to accomplish things with immediate results 

3. Lions' time frame is now! 

4. Lions are decisive 

5. Lions want "To the Point" communication 

6. Lions often feel threatened by questions 

7. Lions are not afraid of pressure or confrontation 

K You'ra A Lion. Dont Put Your Claws Out. Jutt Ltam Wli«n To Rttrtct ThomI 
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When you think of a beaver, what pops into your mind? We have a saying- -Busv as a 
beaver." And beaver dams often require dynamite to destroy them Beavers are me 
real workers in our WikJ Kingdom of animal friends. 

Seven General It-aits of a BMver 

1. Beavers Keep Close Watch on Their Emotions 

S2n^^® be committed to folks as much as any animal friend, but 
relationships expressing their emotions; they tend to hoW bick In 

2. Beavers Actually Read Instruction Books 

Beavers like to do things "by the book"; they follow manuals 
exceptPonlny we^l" '° ^ '° ^""^ unexpected situations 

peopleSoT^'^ ""^^^ ^''^^ ^^'"^ " "^^ * ^^"^ °" 0" 

+ Beavers make great quality control folks at home and work 

tho K.ol I?' ^^''^'^ ''^ ^^^^ ^"^^ °^ '''^^ relationships does not go bv 

the book; unexpected things usually happen ^ ^ 

3. Beavers Lil(e to Make Careful Decisions 

decisio^fthe i'st'"^ ^""^ "'"'"''^ ^'"^ "'^^ ^° ^ ^f^^ 

+To Lions and Otters. Beavers can seem to be overly cautious but 90% of the 
time, their careful manner can head off poor decisions /o OT the 

-Sometimes Beavers can be too careful and miss excellent opportunities 

4. Beavers Like Using Their Critical Skills to Solve Problems 

lllZl ^ "^^^^'i' ^^^^ "•'^ ^^P"' ^'^^'"9 d'^B^Q^^^s, Checking for dust, etc 
stufn organization - they roll their socks and store them by color and 

probler^f Ipart^'® ''^'^ ^"""^ ^"^'^^'^^ skills to take things (like 

Beavers have a siSS& dislike of being wrong and desire to do everything riqht 
become pSe^'ngcmi;^^ ^^^'^ ^^^V- angry^^nd'ca" n'^^ 

5. Beavers Live by the Motto "Let's Do This Right" 

it's worth doing, it's worth doing right" is a Beaver motto 
Beavers like doing things with precision and accuracy; that crooked nicture on 
the wall won't bother a lion but it will drive a hyper Beaver Sazy-r ^ 

overridl'Thrfl^^^^hmdT ' '^'''^'^ 
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6. Beav9r$ Tend to TUm Anger Inward 

Of all our animal friends. Beavers are tfie most prone to depression and 
associated physical problems: depression is defined as anger turned Inward When 
angry, Lions roar and Otters verbally attack, but Beavers tend to turn anger on 
themselves. 

Mistakes make Beavers angry at themselves: for Beavers, making a mistake 

says that something is wrong with them as a person 

Beavers like clear directions and the freedom to ask questions 
^ey thnve in a non^ical atmosphere and do their best work there 
-Beavers need to guard against assuming that everyone sees the same 

problem or in the same way as they do 

•Understand that both Beavers and Golden Retrievers tend to stow down under 
prossuro 

r>Hur.Zf?T ^° P'^'«® encourage Beaver chiWren's 

character and not just their accomplishments: try to take the pressure of alwavs 
performing perfectly off your Beaver children ^ 

•Beavers need to learn that it's o.k, to fail and to call for help when it's needed 
to criticism°^ ^ Beavers, try to keep in mind that Beavers are very sensitive 

7. Beavers Tend to Focus on the Past 

A Beaver's primary time frame is the past; they want a track record to took back 

they'll slay with if now°^'"° ^^"^ something was done before and if it worthed then. 

work e^^''^'^ ^^"^ ^° ^^^^ ^° P'®^®"^ situations or problems in life. 

+Beavers make exceptional wort^ers 

future Xo^b^n^^ ^ P^^^' ^""'"^ ^^^'^ ^° ®^P®^ 

Trait Review 

1 . Bearers keep a ctose watch on their emotions 

2. Beavers actually read instruction books 

3. Beavers like to make careful dedsions 

4. Beavers like using their critical skills to solve problems 

5. Beavers live by the motto "Let's do it right!" 

6. Beavers often turn anger inward 

7. Beavers tend to focus on the past 

Being A Beaver is Great. But Make Sure You Don't Let The Past And Your 
Natural Desire to Back Away Keep You From Relating Weil To Others In 

The Present! 



Discovering the.Strengths of an Otter 

I^H^T^li^'"^ * ^'^^ ^° accomplish something. Beavers like 

to do thmgsnght and ma quality way. Think about ottere: otters like to floais^^rnd on 
the.r backs and balance food on their tummies. Otter people are kind of liS that too! 

Seven General Traits of an Otter 

1. Otters Just Want To Have Fun 

Otters are nrotivated by the drive to have fun and enjoy life 

If you have an Otter child, they probably find creative ways to bathe, eat. sleep 

^ 2n t.ro'"^'"1?'° P^^^'y ^" °^ spontaneity, a d su^>nses : 

they can turn a one-hour project into a three-hour adventure! 

+Beavers and Retrievers enjoy the fun-toving attitude of Otters but 
. M -n ♦ r®®^ ^° remember that other animal friends need deep conversation 
©"t'^et^serilLsT ^"'^^''^ ^^^"^ ""'^^^ something like. "Don't you 

'Have good, safe fun Otter, but don't avoid serious discussions and issues 

2. Otters Are Great At Motivating Otfiers To Action 

not rin ^hJLT ??^f ^ motivating peopie: they can get people to do thing they might 
not do othenwise; Trust mel" is a favorite Otter saying 

+ Otters can capture an audience and encourage the fainthearted 
energy*and*driv|''^ ^ ^^^^ ^^^^ ^""^ woricplace or home extra 

'Otters need to think through the consequences of lun" things they do- "I dont 
think we can make it across the lake." "Sure we can. Let's go!" 

3. 0//ers Tend To Avoid The Fine Print 

Otters avoid details and manuals; they are great at "winging it" 
alone a^dTse"^^^^^^^^^ ^^'^^^ ''''' ^^'"^s when they leave manuals 

cn,«. ^^'y^ r®®^ ^° ^® 0«ers like to tape things up but 

some thmgs need to be fixed correctly (like brakes and conflicts) 

4. Offers Focus On Ttw Future 

Otters tend to live their lives looking toward the future; this makes them almost 
immune to worry (99% of all problems exist in the past or prisent) so 
+Otters are optimistic even during bad times 

need ior^tZk^I^^V^^J'M^^' animal personalities need to be sensitive to others- 
need tor a track record; this difference in viewing time can cause some very serious 
problems m a relationship ("I promise I will change" vs. "You haverTt chang^ed yer) 
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5. Otters Tend To Avoid Confrontations At All Costs 

^?JL^ ^u*y® ^^^^^^ confronting others or tackling difficult discussions 
heathy" SSsMh" o?::^'''" " -™ «° 

can erSrSi^on"sS!S"' ""° """^ P™""™ 

6. Otters Are Tremendous Networkers 

i^n?"®"^ ^-f ^ together; they know people, who know people 

who know people (if you need a Job lead, check with an Otter!) ^ 
They have a natural ability to meet people; never meet a stranger 

r^^r. ^♦^'^ ^° ^I^"^ ® ^'^"P* Retrievers tend to shy from large groups 
Otters get revved up in front of a group w^uj^*, 

lead to?ouble* to J° ^ """P"'^*^® ' ^^'^ ^" "^^^^ ^° O^eat times, but it also can 

7. Otters /4re Ve/y Susceptible to Peer Pressure 

Otters are people-pleasers; they long to belong, fit in. and be liked by others 
Otters are very easily swayed by a crowd 

°* children need to develop hearthy. strong friendshios with their 
strong" ^° ^^^"^ years^^en ^eer pressK 

• Otters need to learn that pleasing people and being apart of the crowd is not 
always the most important or even the best thing 

Trait Review 

1 . Otters just want to have fun 

2. Otters are great at motivating others to actions 

3. Otters avoid the fine print 

4. Otters focus on the future 

5. Otters avoid confrontation at all costs 

6. Otters are tremendous networi<ers 

7. Otters are very susceptible to peer pressure 

Otters Find It Easy To Be Easy On People And Problems - They Take Life 

Easy (Otters don't get uksers, but they might give them I) 
But Remember. Otter Friend. Ufa And Relationships Vbry Often Do Need 

To Be Taken Seriously I 
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DisoDv^ring the Strengths of a Golden Retrtevor 

Of ail our animal friends, the Golden Retriever is the one with a sign on their head that 
says. "I like you. I'll be a great friend." 

Seven General Tt'aits of a Golden Retriever 

1. Above All, Golden Retrievers Are Loyal 

Retrievers are loyal. Because of their great loyalty, Retrievers can absoris 
tremendous emotional pain and still stay committed to the one hurting them 

Retrievers can sit for hours listening to the problems of one they are committed 
to - even to people they doni even know! (Something about a Retriever says, "Call 
me. I'll listen to your problems for hours.") 

♦Retrievers are loyal to companies, churches, and organizations 

- People can take advantage of Retrievers' loyalty 

2. Golden Retrievers Have A Strong Need For Close Relationships 

Both Otters and Retrievers have a strong desire for relationships. The 
difference is in the depth of the relationships. Otters may have five "best friends" - a 
best friend at work, a best friend at school, and so on, but they only know these friends 
about an inch deep. Retrievers won't know as many people, but they will know them 
y££^well 

Retrievers especially want intimacy in marriage so being married to a Lion 
(busy with projects or just busyness), a Beaver (emotionally reserved), or an Otter 
(outgoing personality, surfacy) can be very fnjstrating for a Retriever 

Retrievers have friendships for life - they still remember their friends in 
elementary school! 

3. Golden Retrievers Have A Deep Need To Please Others 

Retrievers aren't people-pleasers in the same way as Otters. They have a 
genuine desire for others' best interests 

Retrievers will set aside their own needs to serve others 

+ Homes and organizations benefit from the concern of Retrievers 

4. Golden Retrievers Have Hearts Full Of Compassion 

Retrievers will give you the shirt off their backs 

Retrievers are very sensitive to how others are feeling and can spot hurting 
people when Otters and Lions wont see anything wrong 

A Retriever's sensitive heart that feels the hurts of others is very easily hurt bv 

others 

* If you have a Retriever child, don't let them take the full weight of the family's 
problems on their shoulders - they will if you let them 

* If you have a Retriever person in your life, remember that words which barely 
scratch a Lion can rip a Retriever apart 



From The Two Sides of Love by Gary Smaliey & John Trent, Ph.D. 

ErJc 6'^ 



* 



5. Golden Retrievers Define The IVord Adaptable 

Retrievers will rearrange their entire lives - schedules, emotional needs wants 
etc. - for others 

+Retrievers' adaptability helps keep harmony in the home, workplace and 
relationships, but 

* Retrievers have a potential for codependency- a situations in which the 
Retriever enables a person to live an healthy lifestyle (i.e. a woman who "protects" her 
alcoholic husband by lying to his boss about why he missed work) 

- Retrievers can become victims of abuse If their adaptability is out of balance 

6. Golden Retrievers Often React To Sudden Changes 

Prepare a Retriever for change! Lions and Otters thrive on change but 
Retrievers don't like sudden change. Sometimes if Uon and Otters push too much 
change on their Retriever spouses and friends, they are met by a teeth-baring snaril 

Retrievers feel used when they have to go along (loyalty) with something they 
had no part in discussing 

* Give Retrievers enough time to adjust to decisions involving change 

* Let Retrievers be part of the decision-making process 

- Retrievers can be "walked all over" if they are not careful 

7. Golden Retrievers Hold Stubbornly To What They Feel Is Right 

Retrievers are soft and adaptable, but they aren't wimps! 

Retrievers will hold tenadously to something they believe is right; sometimes 
they'll give their lives, job. money, and friends up for their convictions 

Retrievers will follow a leader they respect to the ends of the earth; but push 
them and they won't budge an inch! 

Trait Review 

1. Golden retrievers are loyal 

2. Golden retrievers have a strong need for close relationships 

3. Golden retrievers have a deep need to please others 

4. Golden Retrievers have hearts full of compassion 

5. Golden retrievers define the word adaptable 

6. Golden retrievers often react to sudden changes 

7. Golden retrievers hold stubbornly to what they feel is right 

Retrievers Are Great To Have As Friends. But Retriever Friend, Don't 
Expect Everyone To Be Able To Meet \bur Need For Deep Levels Of 
Relationship. And Don't Let Your Natural Desire To Please And To Care 
For Others Place You In Unhealthy Relationships. 
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Animal Zoo Review 



Directions: Use L, B, O, or G to identify the following animal types: 

1 . It seems like Julie knows everyone in the plant! 

2. This coworker likes to tell you what and how to do things. 

3. Madeline loves J.P. Stevens - she'll stay here no matter what. 

4. Sometimes I wonder if Cathy ever thinks about the consequences 

of her actions. 

5. Mary can make quick and "final" decisions. 

6. Steve can really analyze a problem and decide how to solve it. 

7. Connie is really good at listening to you. 

8. This supervisor gets really upset when you ask a question. 

9. Sometimes you wonder if Barry ever takes his job seriously. 

10. Joyce can't stand to do something half-way. 

1 1 . That guy doesn't know the meaning of the word "Relax." 

12. Paul hates small talk. 

13. Sometimes Mark looks mad all day when he's trying to get 

something done. 

14. Bertha takes long to make decisions - but they're usually 

right. 

15. Kyle doesn't have many friends, but those he has, he really 

knows well. 

16. Joey tends to do whatever his friends do - even if it isn't 

smart. 

17. When Anne was critisized by her supervisor, she didn't say 

anything. She just got real quiet. 

18. Susan sent me a card on the anniversary of my father's death. 

19. Jan doesn't pay attention to detailed instruction very well. 

^20. Marge tends to get upset when the way we do something 

changes suddenly. 



ORDER OF BREAKOUT SESSIONS 



Group i 

Session 1 
Noon 
12:30 
Session 2 
Session 3 
Session 4 
4 pm 

Group 2 

Session 1 
Noon 
12:30 
Session 2 
Session 3 
Session 4 
4 pm 

Group 3 

Session 1 
Noon 
12:30 
Session 2 
Session 3 
Session 4 
4 pm 

Group 4 

Session 1 
Noon 
12:30 
Session 2 
Session 3 
Session 4 
4 pm 



Session 



Location 



Workplace Communication, Vocabulary, and Math 

Student Speakers 

Lunch 

PALS, GED, Basic Skills & Computers 
How to get a program started 
Fabrication Plant Tour 
Panel Discussion 



Classroom 1 

Large Conference Room 

Cctfeteria 

Classroom 2 

Classroom 3 

Small Conference Room 

Large Conference Room 



PALS, GED, Basic Skills & Computers 

Student Speakers 

Lunch 

How to get a program started 
Fabrication Plant Tour 

Workplace Communication, Vocabulary, and Math 
Panel Discussion 



Classroom 2 

Large Conference Room 

Cafeteria 

Classroom 3 

Small Conference Room 

Classroom 1 

Large Conference Room 



How to get a program started 

Student Speakers 

Lunch 

Fabrication Plant Tour 

Workplace Communication, Vocabulary, and Math 
PALS, GED, Basic Skills & Computers 
Panel Discussion 



Classroom 3 

Large Conference Room 

Cafeteria 

Small Conference Room 
Classroom 1 
Classroom 2 
Large Conference Room 



Fabrication Plant Tour 
Student Speakers 
Lunch 

Workplace Communication, Vocabulary, and Math 
PALS, GED, Basic Skills & Computers 
How to get a program started 
Panel Discussion 



Small Conference Room 

Large Conference Room 

Cafeteria 

Classroom 1 

Classroom 2 

Classroom 3 

Large Conference Room 
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1 ) Look through the words/phrases found In the four boxes (L. B. O. and G boxes) 

2) ^""^^^l^^^f^^^^l^^^ as many words and phrases as describe who you 

3) Double the number of words/phrases you circled to come up wtth a total score for 

each (for ex: If you circled 6 words/phrases in the L box. your score for the L 

4) Take the scores and put them on the graph below the survey 

5) Connect the dots 

Two lmt>Oftant Things' 

1) Score yourself on how you relate to the most Important people In your fife (since 

some folks act very differently at work, you may want to do the survey aaain 
thinking of how you behave towards your coworkers) ' 

2) Score yourself on how you consistently are and act towards others rlaht now - not 

onhowyouwanttoact-BEHONESTI 

t 
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lakes charge 


Bold 


Deteflnined 


• 

Puxpoieful 


Assennc 


Dtcuioo Aakcr 


tixxn 


leader 


EoterpdsiQg 


Got! dmcQ 


Cofflpcncm 


Self*itliant 


Eajoys diallcxigcs Ad^catuious 


•Ltt'$ do it Dow!" 




o 


lakes mks 




Visooary 


likes wietj 


Motmtor 


Enjoys change 


E&exfttic 


Creamt 


Vbiy mbal 


Group odented 




l£ics easily 


Avoids dmik 


ppdffliRsc 


^'Ihm me! 


It*U «od out!** 


Doobk the ftnmbcr dicM 
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Deliberate 


Diaceniing 


CootxoUed 


Detailed 


leaerved 


Analytical 


Fredicable 


Jbquidtrve 


Pactkal 


Fredae 


Ordedy 


iVuustent 


Ivoual 


Sdieduled 


*Ho«r was it done is the past?** 


Doable die nomber ord^ 


G 


loyal 


Adaptable 




Sympathetic 


EfCO fad 


Ifaougfatful 


Araids oooflia 


Nurtunng 


Enjoys routine 


Adent 


Dislikes change 


Ibleauit 


Deep fdatioodu 


ps Good listener 


*l£t*s keep things 


the way they are,** 


Double the nnmbcx ended 
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ADViSORY COMMITTEE meeting aummaries 



1 



3/20/91 8:30-9:00 am Jody, Becky, John, Anna, Bill 

*Bill: interview of Brenda Bogan at 3:15 today; Lisa von Sprecken and Susan 

Baxter withdrew; decision to be made today we hope. 
*Anna: assessment of pillow case department going well-should finish on 

Monday (need readabilities from Bill). Can begin with curriculum 

person then and should have 1st classes on schedule (April). 
Supervisors & dept. heads are very positive; workers are very 

cooperative-not threatened. 
*John: be sure and talk to 2nd & 3Td shift supervisors to be sure tiray are & 

feel part of things. 

*Jody: be sure to include sampling (probability) for understanding quality 

control--all need that. 
*Anna- next department will be automatics. 

New classroom to be built soon-projected date is mid-April. 

Bill needs to order camcorder and one Mac ASAP. 

3/27/91 John, Martha, Anna, Bill 

* Discussion of readabilities for pillowcase materials- Bill presented 

some he had calculated from a program he had gotten; Martha presented 
some different figures; we are looking for the FORECAST formula; 
there is a definite need to rewrite the materials. 

* Anna finished pillowcases today and will meet with Blan today. 

Timeline for next department: automatics start Wednesday; will cover 
all three shifts. 

* Curriculum: Martha will start shooting for beginning of April classes. 

* Need Anna to discuss with Jodie whether classes are on the job or off. 

* Equipment ordering: Bill needs to order Philippi's book The Workbook for 

Program Developers ($200). Simon & Schuster Workplace Resource, P.O. 
Box 1 230, Westwood, NJ 07675-9855. Panasonic AGI 90 videorecorder 
recommended by John-$899.95 at Wolfs (150 14th St. NW, Atl. GA)- 
need tripod too and extra battery, possibly with lapel mike, definitely 
with audio dubbing. 

3/29/91 Anna, Martha, Bill 

* Discussion of audit analysis results - skills (classes) needed: 

all (or most) jobs need 
vocabulary 

types of reading: labels, cutting order 

math: + - * /, counting, estimation, measurement; fractions, decimals, 

rates; tolerance, quality rating/sampling concerns, 
writing: dates, sign-offs, describing problems - mostly check-offs. 
Technicians & operators: communication & higher-order thinking. 
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* Tentative schedule as of now (likely to be too ambitious): 

April 3-5 establish curriculum blocks 

April 8-19 Martha works on curriculum / Anna starts automatics 
April 1 5-1 9 announcements & sign-ups for Pillow Case classes. 
April 22-30 start 1st classes. 

This schedule may be delayed by the classroom completion which right 

now is targeted for end of April. 

* Evaluation information (pre) should include: 

available factory measures - 
time studies 
quality check info, 
production rates / pay rate 
attendance 

(check on if there are job levels) 
attitudinal questionnaire (for employee and supervisor) 

attitude toward company/plant admin. /immediate supervisor 
enthusiasm for job 
expertise at current job 

ability to cooperate w/ other employees on job tasks 
ability to cooperate w/ supervisor on job tasks 
dependability 

ability to work unsupervised / normal work / problem situations 

communication skills - verbal / written 

rate skills necessary for current job placement: reading, writing, 

oral communication, math, problem solving, understanding 

quality control, 
motivation to do extra training/education 
motivation for advancement 
potential for advancement 



4/3/91 Anna, Becky, Jodie, Martha, Charles, Bill, Nancy (Peck) 

Discussion of job evaluation data (draft of categories to be included). 
1st class now targeted for end of April; "promotion of classes" meeting 
with pillowcase dept. scheduled for around April 15th. 

* automatics evaluation starts today. 

* full evaluation meeting with Nancy Peck 2 PM today. 

4/10/91 Becky, Anna, Martha, Bill 

* Anna says classes now on hold waiting for assessment tools; Martha 

working on the vocabulary and on the curriculum. Need a math "level" 
technque or approach for assessment. Bill to look at math curriculum 
guides for possibilities. Martha may use close procedure for pre- and 
post- evaluation of reading, as well as the new ABLE screen. 

* Anna now going to 2nd and 3rd shifts of automatics. 
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4/17/91 John, Martha, Becky, Anna, Bill 

* evaluation questionnaire discussed ~ Bill will revise and we will have 

supervisor do on all employees. 

* pillowcase curriculum units presented by Martha & discussed. 

* testing - standardized ABLE pre & post to be used; 

close procedure -- too intimidating (try w/ a lower level passage), 
math test being developed -- using work examples, 
job related reading test being developed. 

* equipment update 

* classroom construction has been started. 

4/24/91 John, Becky, Anna, Martha, Bill 

* Anna: 3rd shift questionnaire done, supervisers filling it out. (only 1 

said "not interested"). 

Pillowcase meeting tomorrow to explain program & get participation 

sheets checked by each employee. 
Hope classroom completed by 5/1 - hope to start classes by mid-May. 
What will we do when classes completed? certificates definitely; 

maybe special banquet, shirts. 
Anna was in Columbia sharing the program w/ others around State. 
Using videocamera - working on audio-dubbing. 
The scheduling of classes will have more definite start and stop points 

than the current educ. program. 

* Martha has finished the readabilities for pillowcase using a multiple 

formula average ~ the software program is good. 

* Testing 

our comprehension 90% will be independent level (80% instructional). 
ABLE (standardized). 

reading vocab. 1 30+ words for pillowcase ~ do 1 0 per page with 
words graded on the following scale: 

1 pt. for any irregularity, syllable, or blend/etc, and 0 pt. for 3 or 
less letters, 1 pt. for 4-5 letters, 2pts. for 6-7, & 3 pts. for over 7. 
pretest till 2 total missed ~ functional site vocab. shouW be 98%. 
* Our educational program name: "Doing the Best Job" 
units entitled: "Reading helps do the best job" "Writing helps do the best 
job" "Math helps do the best job" etc. 

5/6/91 Anna, Bill, Martha, John 

* vocab. test & math test for pillowcase - item review & revision. 

* Anna & Martha to do curriculum & task analysis together from here out. 

* Bill reported on Washington meeting of Directors. 

* Bill to contact Charles about another part-time teacher once 1 st class 

numbers known ~ idea is to free up Lisa's time to help us with the 
new classes. Also Lisa needs to streamline the hours of the existing 



program to have better numbers and free her time some. 
' New classes to start (assessment) May 13th and Anna to work closely 
with 1st classes. 

5/15/91 Anna, Bill. Martha, Jody, John, Becky 

* Pillowcase supervisors are talking to there employees now -- finding 

out if they are volunteering and which days they can be available. (One 
supervisor reports 28 of 35 signed up!) 

* Assessment of 1 st group to occur week of 20th-23rd in the conference 

room since the classroom won't be finished. Pillowcase math and oral 
reading (PORT) tests are ready. 

* Latest target date for classroom being ready is 27th of THIS month! 

Instruction now scheduled to start on 27th. Problem: the workers are 

asking when the classes are going to start. 
' Oconee Adult Ed (Charles) is giving us 5 more IBM computers. 
' NEED: The plant needs DBASE training, especially for the IE dept. We 

will shift our current emphasis to include IE along with automatics. 

We will do both departments simultaneously with IE now getting 

preferential treatment. This will help speed us up schedule-wise also. 

* Curriculum: Martha is doing a great job and many reading and writing 

lessons are ready. Anna to work on the math curriculum this week. 
There will be a file with cards for individuals. Each job title will have 
a form and the skills-to-be-taught for each person will be identified; 
after assessment shows passing this form will be marked. Estimated 
time lines will also be included on the original form. This provides 
highly individual plans and flexibility for individualized work in spite 
of the anticipated heavy use of cooperative learning activities in the 
classes. 

* Nancy Peck & Ray Eberharj(will be here June 10th; Anna has an agenda. 

They are scheduled to meet with everyone at 3:30-4:30 pm. 



5/22/91 Martha, Anna, John, Bill 

* Final copy of schedule for Monday June 10th visit from evaluator. 

* Pillowcase Department report: 

- 53 people signed up - 23 from 1 st shift, 16 from 2nd, 14 from 3rd. 

- instructional times will be on M-Th on the following schedule: 

M 6-7:30 am 3:30-5 pm 10-1 1:30 pm 

T 6-7:30 am 7:30-9 am 2-3:30 pm 3:30-5 pm 10-1 1:30 pm 

W 6-7:30 am 3.30-5 pm 

Th 7:30-9 am 2-3:30 pm 3:30-5 pm 

- We will need one additional teacher to handle the late night (and 

possibly the afternoon) instruction times. 

- Starting tomorrow (23rd) with assessment of the 53; 

- Assessment to last through 6/3 at least. 

- Time limits for pretests? No. Discussion on how to handle it. 

Give Voc. & comprehension first to help know how to handle the 
Cloze and math tests. Finish with the ABLE tests. 

- New classroom: needs only sprinklers and waxing of floor ~ Anna 

pushing to get it done this week. Chairs: will use currert chairs 
until John's 48 new chairs for sit-down operators arrive (couple 
weeks) and free up 48 chairs for us. 

* Need software for the Macs: Bill to order. 

* Need teaching help: Bill & Anna to discuss & talk to Charles after 

working out schedules for current program's use of Martha & Lisa. 

5/29/91 Anna, Martha, Becky, John, Bill 

* Classes, assessment only, have started - some item problems; cloze 
straightened out. Some people upset w/ some items not being relevant to 
their specific job - in future need to tell them that these classes & 
assessments include items for all department jobs. Third shift (last night) 
had only 1 of 10 show up ~ probably due to 2nd shift outs and they needed to 
cover. 

* Instruction to start by 10th (for all by week of 17th). 

* Decision to do PORT with separate cards (for easier discontinuing) ~ not 
given yet. 

* Need for a night instructor, M & T 1 0-1 1 :30 pm. Bill to seek someone. 

6/5/91 Martha. John, Jodie, Becky, Bill, Anna 

* Rate change occurred (decrease) & workers a bit agitated - trying to 
explain it to students. 

* classes (assessments) 

1st shift: 5 absent but all excused, still to participate. 
2nd shift: 3 absent, unclear why yet. 

3rd shift: 4 cancelled, 3 working other shift (only 6 left). Decision -- 
to give 3rd shift option of joining another time slot & will wait until later 
when maybe there will be enough for a late night class slot. 
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* first instruction starts tomorrow (taking 4 days to complete assmt.) 

* Next dept.: give vocab. assmt. 1st then go straight to some instruction 
and slip in the remaining assessments over the first 6 meetings or so. 

* Classroom ribbon -cutting ceremony being planned. 

* Need to stress student protocol and cleanup better in the classroom - 
keep lab a showcase. Need deadbolt lock on door - Becky to talk to Clyde and 
remove outside lock. 

6/12/91 Anna, Martha, Bill 

* Need for an interim student evaluation form for how instruction is going 
was discussed. Decision: This information will be available by the addition 
of workers to this committee. We will have a suggestion' box and 
periodically actually pass out the forms to stimulate feedback. Bill to 
create the suggestion box form. 

* Need to develop an incentives list that can be discussed with Jody and 
approved by company, then advertised to students, possibilities: banquet; 
certificates; stickers or pins to show involvement/completion/improvement; 
drawing with improvement earning chances. Anna to discuss these ideas 
with Jody. 

Need to have employee members on this steering committee: Anna to get 
a supervisor and an operator from pillowcase dept. 

Need to check on communication networks and databases: VTEC database 
and OTAN network (and modem) - Bi!i to work on this. 

Individual student sheets with curriculum components identified by jobs 
is completed and will be used now for each student. 

Anna to talk to those employees who started but have left classes 
already. Many comments from students that they are there because the 
supervisor told them it would be a good thing to do. 

6/25/91 Anna, Martha, John, Bill, Ellen (operator), Betty (supervisor) 

* vocabulary pillowcase program is up & running. 

* Discussion about pillowcase words & word meanings: T/0 vs C/0 as a 
"cutting order" or "tearing order". Betty & John say they will get a memo 
out and encourage everyone to use the C/0 cutting order terminology. Finding 
that different "ages" of employees use different terms for same thing. 

roll cloth » pillowcase stock 
roll stock » all stock 

* Problems: Cloze test was scary; many thought it was "dumb"; 
overtime work is a problem -- employees can't make classes; 
some already in classes are confused by these new offerings; 
many do not want to be in the classes -- don't see the need. 

* Ellen: What would help? Use of MEMO'S as a content concern is a good 
idea. Have to match the C/0 with the material and if not matching the 
employee needs to ask questions ! 

* Betty requested a list of those NOT attending and will question them. 
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This is a busy time with gardens, vacations, kids home, etc. - makes it hard 
to come to classes. 

John suggested having the teachers and maybe supervisors run through 
the program before the "masses" to help iron out problems/bugs. 

7/2 4/91 Martha, Bill, Ella, Betty, Dee Petty (replacing John) 

* Anna is gone for another week. 

Martha P. gave a report on the conference in California that she & Anna 
went to. Customizing software, team work, communications, and problem 
solving were major themes. We seemed to be as advanced as most. 

Betty - needs for cross training are great; job security is a factor and 
needs to be stressed as a desirable outcome; employees getting bigger (at 
least dept.) picture is important. 

7/31/91 Dee, Ella, Betty, Martha H., Anna, Bill 

Promotion of programs: coming a) pamphlet on all services to go out in 
paychecks; b) videotape with worker interviews. 

We should wrap up pillowcase dept. next week. 

Currently evaluating automatics -- task analysis nears end this week. 
Hope to start automatics classes by end of August. 

Waiting on 2nd phone line to be installed -- to run Modem -- Bill to 
check on OTAN subscription. 

Waiting on chairs from fitted - coming, will have tips on them. 

Anna to select automatics's workers for this committee. 

Bland to be invited to next meeting. There'll be only one more meeting 
for Betty & Ella. 

8/7/91 (Anna sick) Short meeting: Martha P., Martha H., Bill, Dee, Betty, 
Ella. General discussions on program. No decisions made. 

8/14/91 (Bill on vacation) Anna, Martha P., Martha H., Dee, Betty, Ella 
30 minute meeting before meeting with evaluators. 

8/21/91 Martha P., Martha H., Anna. Bill, Kathy*, Martha*. Dee 

Introduction and background for new committee members from 
automatics (Kathy* & Martha*). 

* Pillowcase post testing to be done by next Friday, 30th. 

Worker incentives -- 1 hr. pay/3 hrs. class work -- to be approved soon. 

* Plan to finish task analysis , 2nd & 3rd shifts by next Friday 30th. IE & 
automatics. 

Plan to start designing curriculum -- need vocabulary and sentences put 
on computer (Ed's word review program). 

Competency sheets for next departments are awaiting gathering of all 
information (task analysis info.). Anna to get description sheets from Dee 
for automatics and IE. 
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will do the Sample, Quality Control, and Supply Departments next and try 
to complete task analysis by end of September. 

Need to discuss future evaluation plans in light of Nancy Peck/Ray 
Eberhard feedback - Anna & Bill will meet on this 1st. 

Ed's computer crashed and the updated program and 2nd new program 
were lost. Bill to give a copy of old program to Chris Peters to send to Ed. 

8/28/91 Kathy, Martha, Martha H., Martha P., Stella, Anna, Bill, Dee 

Almost all posttests for pillowcase done -- may finish this week except 

for a couple. Looks like many improved even though there was quite a ceiling 

effect. They were polite. They will get certificates (and extra pay for class 

hours when that's finally approved). 
* Will try to finish automatics & IE task analysis this week. 

For automatics testing: will use 25 randomly selected words from their 

dept. vocab. list; worker will be asked to type in a sentence for each of these 

words (on computer). Will also do sight word test and math test -- 

gradually. 

Depending on when we get everything set up and on the computer, we 
hope to start the new classes mid to end of September. 

Need a "CONTROLS" section on the vocabulary test. "Folding" could use 
some geometry to do job better. Now typically only 1 of the 3 team members 
does the programming of the machine they use. 

The directional information on the C/0 is confusing -- need to give 
description &/or arrows, e.g., 3" to hem -->, instead of abbreviations which 
often were derived from old terms or processes and so make no sense today. 
[Much discussion about C/0.] Labels -- reading and matching to work -- is 
biggest problem. Discussion of possible acetate overlays for different 
departments to use with C/0 (since probably can't change it because it is 
used across plants even). 

9/4/91 Dee, Stella, Martha, Kathy, Martha P., Martha H., Anna, Bill 

Anna to meet with Dee today about the possibility of using our 
pillowcase curriculum in the training procedures also. 

Automatics task analysis is complete. Curriculum work has begun 
(Stella has helped tremendously as has Kathy on the sentences and 
vocabulary). Will have Martha & Kathy preview our vocab. & sentence 
curriculum before classes start. Math curriculum wiii need work. 
Communications and problem solving curriculum are basically ok; Martha P. 
will meet with Stella to get some typical department problems. 

Meetings to explain program to Automatics dept. employees are now 
planned for week of 9th -- 20-25 minute meetings, maybe with 1/2 dept. at a 
time, followed by small group meetings and sign-ups. 

Just starting IE task analysis. Will be different with competencies 
centering on computer (DBASE & Lotus) & calculator. May combine IE and 
Automatics folks for problem solving module. 
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* One hoWup Is the computer programs Ed created for us. Bill to work 
with Ed this weekend on these since Ed to be in town. 

More conversation about variations in vocabulary usage by employees for 
same things - there exists much confusion. Kathy: "I've been here 17 years 
and Stella 20 years, and we don't know for sure." Stella: "It depends on who 
you're talking to and what area you're in." 

Probable initial curriculum module sequence for next classes: computer 
literacy, vocabulary, communications. 

9/18/91 Dee, Stella, Martha P., Jody, Bill 

Jody: need estimated attendance and average total hours for students in 
grant, GED, and Basic classes; figured at $8.50 and at $12.50/hr. wages. 

Workers are missing from meeting today because of working 7 days last 
week, 1 out, and only 4 operators right now. 

new individual curriculum (job mobility) sheets for automatics ready. 

1st automatics class attendance were: 6 am: 7; 7:30 am: 6; 2pm: 5; 
3:30pm: 14; 10pm: 8. 

Stella: All the students came in with their computer printout papers, 
very proud. Very positive feedback. Attendance is probably low due to 7-day 
work week. 

9/2 5/91 Dee, Stella, Martha, Kathy, Martha P., Bill 

Student input about classes was solicited: Mouse is hard to get used to. 
One person said: "I'm not learning anything." as non-participant partner 
laughed. Stella said she had received no negative input. The comment was 
made that 3rd shift thought it was a waste of time. Another comment was 
that sometimes jealousy results in teasing about program. 
Suggestion: Serve coffee in the morning. Dee said he thought it was a plant 
policy that we could not have a coffee pot in an office area. Need to look into 
this and see if an exception can be made for the classroom. 
Question: Can it be done 1-day a week? Some have schedule problems 
especially when working 7 day shifts. 

Answer: Contact Martha Harris and we'll see if we can work it out. 

All meetings in this dept. are pre and post shift so meetings will 
interfere with class attendance. Also, there is another 7-day shift this 
week. May continue. 

Dee reported he is to start a new employee in pillow case dept. next 
week and will use grant class program in a compacted 3-day all-day format 
with hopes of working this idea into regular training program. 

Students requesting copy of printout of word list and definitions for 
home study. 



10/2 Dee, Martha P., Anna, Bill 

Classes are now in 3rd week; vocabulary work about done, comprehension 
about to start. 

Pretests are all done and instructors going over results with employees. 
Attendance good except for night class. Survey indicated only 4 wanted 
class after 2nd shift - not enough to offer it. 

* Will interview individually those who dropped & have them fill out an 
evaluation of some sort. 

Program going much better than last time. Good student attitudes - 
likely due to way it was presented (as department specific not job specific). 
This class should finish just before Thanksgiving. 

Martha P. is going ahead and gathering materials (forms & vocabulary) for 
ail remaining departments. Then Anna & Martha P. will do the task analyses. 

* Next departments will be IE and maybe Samples. 

Bill reported we are connected to OTAN computer network and he will 
show teachers how to use it to see other curriculum & lesson material. 

Dee reported the 1st P.C. trainee is going through our workplace materials: 
very positive feedback. Anna suggested that future trainees go 1/2 day in 
class and 1/2 on floor for a week, rather than all day in class for 3 days. 

10/9/91 Dee, Martha P., Anna, Biil 

workers can't come: too many out on floor 
' bad news: 3rd shift only 4 came so had to cancel that class. Conclusion: 
will not offer night classes dept. by dept. but will try to get one night class 
for each shift by offering to all 10 depts. at end. Ones who dropped out all 
dropped out after preassessment in spite of efforts to make it 
nonthreatening. 

Need to go around and give "eval." to all who dropped out. Ones who are 
dropping and not signing up are the ones who need it the most. Hope 
incentives will help but may ultimately need to require it of all. 

Putting together certificates for those completing PC classes. 

Automatics - finishing vocabulary and starting on comprehension. No word 
from Ed yet on our computer program. 

* No meeting next week. 

10/23/91 Dee, Martha P., Anna, b;:I 

* employees not here -- too many machines down. We need to make a special 
effort to get them next week. 

* order of depts. left: Dee recommends production depts. 1st: Put Up, Fitted 
Sheets, Special Sew. Need is biggest in Put Up. Anna: concern about high 
employee turnover rate for P.U. & F.S. -- Spec. Sew is more stable & needy. 

Problem with IE, Samples, Quality Control depts is they have few 
employees and very diverse jobs. 

Got #'s for depts. Decision for next depts: 1st Fitted Sheets, then Special 
Sew, then Put Up. 



1 0/30/91 no meeting 



11/6/91 Dee, Anna, Martha P., Bill 

* Dee: a special training class is going to use the classroom. Will change 
meting times to Men. 9 am starting 11/11. 

* Anna - trying to understand folding machine - very complex due to machine 
to machine variations - not an X/Y coordinate system, but rather is a system 
based on timing. 

* teaching - on communication module now. Enrollment down (unsure of #'s). 
' Working on Fitted Sheets dept. vocab. and manuals. 

Shooting for preliminary P.R. in Dec. for Fitted Sheets and new classes to 
start in Jan. 

11/13/91 Martha P., Martha H., Anna, Dee, Bill 

* now down to a total of 9 people in Automatics class!! Started with 70 14 
came <3 times. 

* M.H.: biggest reason was working 6 day weeks and can't give time (& it 
won't slow up until after Christmas). Some work overtime on other shifts 
too, some work other jobs. 

* M.P. working on vocab. - 140 words for next dept. about 76 new, need 
definitions. 

* will start classes after the 1st of the year. M.H. will help. 

* M.H. to take over Lisa's position for Jan. 1st. Starting to interview for part 
time person to help with computer classes. 

* M.H. feels better about these last classes despite low numbers. Has gone 
more smoothly and many good curric. modifications have occurred. 

* Dee: need procedure for how new people can get trained in these classes. 

* Need to do a mix of Communication and Vocabulary as 1st unit of study; and 
work in testing then. 

11/20 no meeting?? 

11/27/91 no meeting 

12/4/91 no meeting?? 

12/12/91 Anna, Bill, Martha H., Martha P. 
curriculum meeting 

12/18/91 no meeting?? 

12/25/91 & 1/1/92 no meetings 
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1/6/92 Martha H., Martha P., Dee, Bill 

MH discussed list of Automatic Dept. students who dropped. $ incentive 
may not have made a difference - but it could only help. Having classes on 
company time would be VERY helpful. 

* New pre-electronics (ACDC) math class has been requested for the 
electricians who are being required to upgrade their training. This class will 
be a 20-hr class which will be required & therefore will pay students. 

Schedule for grant classes: need 8 week classes instead of 1 1 week 
classes to get all our classes in. Classes will start with Mcintosh 
introduction, then go to Communication with Dept.-specific vocabulary work 
mixed in for 3 weeks. MH anticipates bigger math need -- possibly 4 weeks. 

* Vocabulary program for Fitted Sheet Dept. classes is installed & ready. 
MH: hope to do some vocab. independent work during part of 14 of the 16 

class meetings. 

MH: There is a need to bring in a mechanic to answer questions and a 
financial person to discuss retirement planning and options. 

1/13/92 Bill, Martha H. 

* General discussion of program & classes -- going well. 

1/20/92 Bill, Martha H., Martha P. 

Dee in meeting (stopped by for about 1 minute when on break) 
Anna away at conference. 

* student numbers: 4 (up 2) in 6-7:30 am 

4 In 7:30-9 
12 in 2-3:30 
22 in 3:30-5 
6 in night class 1st mtg; 3 2nd mtg; canceled. 
MH: these students have big problems with math. 
Most did fine with the sentences. 

Most finished with TABE and FSORT and (pre-) questionnaires. 

Moving quickly through curriculum, may spend more time on math, may 
finish in less than 10 weeks. 
MP will pick a paragraph for the comprehension program - Bill will write 

the comprehension questions for it. 
MP: progress sheets near completion; need to meet with Anna on math. 

* MP to begin work on Special Sew vocab. this week. Should finish 

Automatics post questionnaires by Wed. 
1/27/92 Dee, M.P., Anna, Bill, Kelly Terry (from personnel) 
*MP: readabilities on comprehensive passages - paragraph 14.1, 14.7, 11.3 - 

-rewritten 9.7 

*B: comprehensive program up and running; paragraph and question sentences 
for fitted sheets to be tried by students. 

* Reco.nmendation for employees to meet with us: MH to set up two 
employees & a supervisor: Recommendation: Betty Hart; Sylvia Henderson. 
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*MH: Classes update — 6-7:30 has 5: 7:30-9:00 has 4; 2:00-3:30 (2) has 12- 
3:30-5:00 (2) has 20; lost - 2 

-Changed schedule — starting now with math. Will use how hemmers & 
figure their pay (have joined information on that — looks like the classes 
will finish early - before 3/4). 

-Changed some definitions: 1) railroad - need to explain to the students 
the definitions' relationship to efficiency automation. 2) needle changer - 
needs to go to needle wrench. 3) towrpotor - is brand name of forklift. 4) 
looper - attachment with an eye that puts overlook hem in. 5) knee press - 
lever under manual table which operates cutter. 6) fixer - needs to be 
dropped for mechanic. 7) run off - ex|ass stitches or elastic. 
*MP - working on < special sewing - has a list - not nearly as many (»110) 
many reports from Fitted sheets. Will give "old" def. to Brenda to check and 
divide other words among supervisors! to provide definition. To finish 
definitions hopefully by next Monday. \ 

-all Automatics stuff finished. 

2/3/92 MP, Gail, Tina, Dee, Bill, MH, Anna 

•G - skeptical - great break between work and home 

*T - skeptical - thought maybe mandatory later - get it over with. PM too 

crowded so went to morning and worked out great. 

*MH: are classes OK? Good. 

-split 1 class 1 topic and rotate between days - good adjustments 

-classmates? - feel same 

-#'s: lost 1, probably another, gained one. 

-applications is big factor in math - really helps- very important and 
now meaningful. G & T would require 4 units of math in high school. 

2/10/9 2 Martha P., Dee, Shirley (for Tina), Anna, Bill, MH, Kelly 
-Starting communication unit - MH has booklet on it. 

MH created a preassessment sheet for communication also a booklet on 
listening in workplace and resolving conflict - she has an assessment sheet 
for each of them too. 

- JPS matching funds data is almost complete - should be ready this week. 

- attendance: no students lost yet! 
*MH - have done math posttest 

-looks like may finish a day or week early. 

-for insurance and finances MH needs person to speak - Kelly said he (or 
someone in his office) could go over to benefits, MH has an outside person 
(budgeting, wills, IRA) -> make presentation with Kelly and/or credit union. 
Kelly will check with Jody. 

-back left computer - comprehension program not working (Bill to check). 
*MP - Special sewing vocabulary - not enough words, has new ones and is 
now selecting words from other department lists - shooting for 170 to keep 
each dept list same (had « 120). Working on job descriptions - many different 
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*BF - next grant: no announcement until end of March 

*BF - getting evaluation data in spreadsheets on computer. 

MP, MH, A, B (follow-up meeting) 

*Anna to keep helping MH teach pm classes (Split) 

*MP and Anna to do task analysis for special sewing — need to get job 

description ASAP - may be ready today (get from Brenda Nix). 

^Special sewing is very different - many small jobs - «20 - and an individual 

might do 3 jobs. 

2/17/92 Gaitr Tina. Dee, Martha P, Anna. Bill 

'splitting groups - 1/2 communication. 1/2 vocabulary. 

*doing listening skills 

*math posttest completed - all improved significantly. 

*any employee comments? "Kinda hate to see it end." 

'Classes may end near end of February - plant rotation system about to be 

implemented so attendance will be impacted (if not working a given day, 

probably won't come). 

'Special Sewing - MP:still gathering job descriptions have 14 out of 16, may 
be more. MH may be able to work of special sewing stuff some too. 

[Ann, MP, MH, Bill - short meeting: carry on - special sewing will be tough] 
2/24/92 Shirley, Gail, MP. MH. Anna, Dee. Bill 

*MH: Most classes finished with communications; about to do post-testing. 
Waiting to see how rotational work schedules are set. 
*Morning class has perfect attendance!! 
*Only 1 person has dropped out. 40 of 42 finished. 
*MP: Special Sew vocabulary about finished. 
*Anna: Special Sew task analysis about done. 
Promotional meetings during 3/2 week. 

Classes start week of 3/9 and do Fitted Sheets questionnaires on company 
time in group meeting. 
'Planning a big banquet (company financed). Will give certificates now. 1/2 
on and 1/2 off work time breakfast 7-8 or pm 3-4. 

*Wed. the financial person comes to speak to classes and Kelly will attend 

also (MH to be on vacation 10 days). 

'Will do evaluation comments at classes' end. 

'Gail: Get to Communications sooner to get more and use more. Everyone 
liked it - do it sooner. Has got us all thinking and we are all trying to use 
it. Also could have some more time on math. 

'Bill comment: Likely to have larger classes in the second time around after 
the grant demonstration first class runs end. In future we will likely offer 
Voc, Comprehension, Communication etc classes for all Depts at once now 



that we have a better set up to individualize more. 
2/24/92 MH. MP. Anna. Bill 

* Anna told Seneca Greige newspaper is being criticized by high ups and may 
be stopped - not likely to impact Fabrication paper here. 

Anna to take some vacation time in April. 
*MH and MP to do some task analysis for Put-up - first shift only: 100 people. 

3/2/92 

MP, Anna, Dee, Bill 

finishing' up classes this week. 
•Special sewing promotion meetings this week - but some will be off work 
and will be missed. Will try to follow up and promote with those absent. 
Classes wilt start 3/9. 

*MP to do Fitted Sheet questionnaires the week of March 9. 
*Budget person presented last week (to 15 and 7 employees) - was 
unprofessional in pushing own programs and making comments vs. company. 
Terry was attending and now there are problems. We must redo it. For future 

- outside people must be screened better. (Lady fell and sprained ankle, too!). 
*Need some evaluation data - Bill get on it. Trying to get data into computer. 
*Math class as pre-class for electronics classes - 15 employees across ail 
Departments - Anna to teach Monday, Thursday for five weeks. 

•Global fiasco - that supply company messed up and is very rude!! 

3/9/92 Anna, MH, Kelly, Herbert, Bill, Dee 

•Special Sewing started; five showed (Average years in department + 25 
years). 10 said would come this PM. =20 out of 60 interested (40 are off 
work right now). 

*M Pitts fell; five pins and plate in ankle - out - needs leave of absence. 
Greenville Memorial Hospital, Room 229, 455-7229. 
*Will start Put-up department - some employees are out - already have 
printed information. Will start task analysis. There is at least one person for 
every job, today, however. 

*MP was to do Fitted Sheet post questionnaires - first shift is off now - 
second shift working first's hours. 

* Employees liked the "Benefits" class by Kelly and Jody. Think it should be 
plant wide classes. 

*Grant #2 decision may not be told until 3/31. 
3/16/9 2 Dee, Bill, Anna, MH 

*Dee - discussed with BJ reorganizing first classroom - take down some 
carrols on walls and have carrols in one 1/2 and lecture in other half. 

- sounds possible; will continue to pursue. 

*Anna - gave our task analysis stuff to IE to help with their efforts to meet 
new Federal regulations on handicapped requirements for job descriptions. 



*Math classes start today (Prerequisite for Electronic classes); 15 people, 
Monday & Thursday: five weeks. 

^Special Sewing classes started last week; to finish 4/29. Anna working on 
progress sheets - need 2 pages each since so many jobs. 
*Night classes 10pm-1am April 1st: GED and Math 

April 8th: Computer 
* Six post meetings tomorrow to finish fitted sheets 

*Bill: most data to-date in computer - will work on first analysis this week. 

*Banquet for class finishers - probably next week. 

*Nancy Peck to call today to set April evaluation visit (7th - 8th). 

*Put-up is next: Materials are gathered; Brenda is typing up job descriptions; 

MH had visited some jobs once. 

3/23/92 MH, Anna, Bill, Dee 

*MH; on schedule; starting math today - everyone doing well with vocabulary 
program on computer. Enrollment:16 (out of 60 contacted). 
*BF - Some data analysis coming - fitted sheets comprehensive questions 
coming. Nancy Peck (evaluation) coming April 7 and 8. 

3/30/92 Dee, Anna, MH, Bill 

*second grant funded! 

*MH: classes going on schedule 

*Dee: 4/20 is holiday - likely shut-down for week (Seasonal slow-down). MH: 
her students want to meet anyway one day and do communication for two 
hours, have picnic, and then 2 hours communication to cover week's worth in 
one day. 

*Room redo: sounds like something in works, but no information, yet. 
*MH Wednesday: math posttest next Monday -> three weeks of communication. 
We will be testing (Trial) a communication module from a publisher (Mclvey 
and Assoc?)(on loan). 5/group with "instructor" telling others how to do a 
job, others critique the "instructor" & we may videotape these sessions for 
further critiques too. 

*Next Department: Put-up shooting for May 4th start-up of classes. 
Promotion: last week of April. Week off might cause problems. Anna has 
vocabulary; she and MH working on task analysis. 

4 / 6 / 9 2 No Meeting 

4/13/9 2 MH, Anna, Bill 

*Special Sewing classes to end this month - posttest may be one day in May. 
*Put-up - 210 employees; 3 shifts. Classes start May 5th. 1:300-3:30 and 
3:30-5:30 and 10 - 11:30pm for classes. Pre-quest (4/27) for put-up and 
post(5/4) for special sewing. 

*Lots of staff scheduling discussion as we anticipate new folks and job 
realignmfjnts with new grant starting May 1. 



*Review of new communication module (on loan for evaluation) went well in 
first trial class - made videotapes of session. 

4/20/92 No Meeting 

4/27/92 Dee, MH, Anna, Bill 

•Question: What is word "ply-page" from an old job description - Dee nor 
anyone else ever heard of it. 

•Meetings with put-up going on now. 13 people, 3rd shift signed up. Classes 
start Monday. MW 3rd shift, 10-11:30; 2nd shift, 2-3:30; first shift, 3:30-5 
only one choice. 

*For Put-up: little math needs, but near-future needs will be to use 
computers at beginning and end of package lines - employees will need to 
input and read off computer (total change in stocking inventory) - headed 
toward more automated process. 
*(tour of finishing and greige) May 12. 

5/4/92 

Anna, Jeanetie, Bill, Dee, Michelle T. 
*Put-up classes starting 

*Bill needs to figure out how to incorporate student opinionnaire 
•Tuesday Becky and Woody (12:30pm) -> Meeting about grant 
•12th: tour (set at 8:30, try to change to later time). 
•Dee: has friend at Anderson College with seminar about going back to 
college or post secondary education opportunities - pursue. 
•Need students in meetings - will continue at 9 am Mondays. 

5/11/92 

Anna, Dee, Bill 

•Change this meeting to 9:30 so MH and Jeanette can come. 
'Put-up: close to 40 people involved (161 total full-time employees) 
•Post questionnaires one Special Sewing postpones to 18th due to meeting 
being held with them. 

•Ann Nichols Friday 15th; 9-12 workshop for us. 

•Mechanics are finishing educational prerequisite classes. Ready for other 
training courses (there may be some rotational problems.). 

5/15/92 MH, Anna, Bill, Jeanette 

•Nancy Peck - evaluation - coming June 8, 9, and/or 10. 

•Ann Nichols 

•MH do post-questionnaires 18th. 

•Mechanics books <- MH and J to review and use in class Wednesday. 
5/18/92 

MH, MP, Bill, Dee, Jeanette W., 3 employees: Virgie Wheeler, Virginia Hall, 



Wanda Banister, 

*MH: in third week - working on vocabulary 

next week starts communication. Packaging in official name of the 
department (vs put-up). 

[Automatics is officially Flat Sheet Department] 
*no bad comments yet (Virgie) 
*Enrollment == 30+ 

*Wanda: will classes be done again? Answer: yes, but later. 
*New employees training really needs this. 

*Dee: 25 per month new employees - need to go to individual self-paced. 
*Dee: interest in seminar on how to go back to College - answer: yes. Dee to 
pursue (has a person who does this). 

*Employee: saw article on our program in paper: very nice. 
5/25 Holiday 

6/1/92 Dee, MH, Jeanette, Bill, Wanda, Virginia 

MH: 3 more teaching weeks - communication (personality types) 

on schedule. Lost a couple students - home situations, one kicked in face by 

horse (hospital). 

Students: want to do more computer work. Some thought classes were only 
for box computer machine that's coming. New screens for package line: Bill 
working on simulations screen for training. 

* "10" or "999 10" will accept any stock number. 

additional meeting: Dee, MH, J, Bill (30min) 

6/8/9 2 Virdie, Dee, MH, Anna, Bill 
*Classen - been very good. 

* need line computer demo by 22nd - Bill to see at 3 pm today. 
*Nancy Peck (evaluator) here 10th and 11th of June. 

*end of grant seminar - Thursday August 20 - pamphlet to be made-up - calls 
coming in already. 

*flyer for a workshop on "going to college" to go out soon. 
6/15/92 

Dee, MH, Bill, Virginia, Wanda 

*MH: 2 weeks of class left - conflict and problem solving. 
*Virginia: word was that last week's classes were really good. 
*Week scheduled - looks like 5 days this week - 6 in some area (Some 
Special sewing personnel now on 10 hour days.) 

Jan. until now has been "short-time" working this year. This year did less 
week long layoffs and more 4 day weeks. 

*will have new packaging simulation for classes next week. Implementation 
of new computer based management coming in July? 



Wanda Banister, 

*MH: In third week - working on vocabulary 

next week starts communication. Packaging In official name of the 
department (vs put-up). 

[Automatics Is officially Flat Sheet Department] 
*no bad comments yet (VIrgie) 
•Enrollment « 30+ 

*Wanda: will classes be done again? Answer: yes, but later. 
*New employees training really needs this. 

*Dee: 25 per month new employees - need to go to Individual self-paced. 
*D8e: Interest in seminar on how to go back to College - answer: yes. Dee to 
pursue (has a person who does this). ' 
•Employee: saw article on our program in paper: very nice. 

5/2 5 Holiday 

6/1/92 Dee, MH, Jeanette, Bill, Wanda, Virginia 

MH: 3 more teaching weeks - communication (personality types) 

on schedule. Lost a couple students - home situations, one kicked In face by 

horse (hospital). 

Students: want to do more computer work. Some thought classes were only 
for box computer machine that's coming. New screens for package line: Bill 
working on simulations screen for training. 

* "10" or "999 10" will accept any stock number. 

additional meeting: Dee, MH, J, Bill (30min) 

6 / 8 / 9 2 Virdle, Dee, MH. Anna, Bill 
*Classes - been very good. 

* need line computer demo by 22nd - Bill to see at 3 pm today. 
*Nancy Peck (evaluator) here 10th and 11th of June. 

*end of grant seminar - Thursday August 20 - pamphlet to be made-up - calls 
coming in already. 

*flyer for a workshop on "going to college" to go out soon. 
6/15/92 

Dee, MH, Bill, Virginia, Wanda 

*MH: 2 weeks of class left - conflict and problem solving. 
'Virginia: word was that last week's classes were really good. 
*Week scheduled - looks like 5 days this week - 6 in some area (Some 
Special sewing personnel now on 10 hour days.) 

Jan. until now has been "short-time" working this year. This year did less 
week long layoffs and more 4 day weeks. 

*wlll have new packaging simulation for classes next week. Implementation 
of new computer based management coming In July? 



6/22/92 

Dee, Martha H., Bill, Virgie, Virginia, Wanda 

* discussion about packing computer pre-training classes. Proposal: 3 one- 
hour sessions to familiarize employees with computer and a 
demo/simulation. There are 9 lines with 5 employees per line. 

this is last week of classes -- will spend a few minutes with a simplified 
packing line demo (data mangmt system coming soon) in last class period. 

* Q: Last week's sign-up was for what? A: For the going-back-to-school 
(post-secondary) seminar. It was an interest sheet. Good response so far: 
1 50-200 interested. 

* Q (Virgie - supervisor): How has our dept. compared to others? A: very well. 
*Com.ments: (Virgie) Some had wrong idea at first about everyttwng being 
computer. (Virginia) Classes were very good. All enjoyed them. Very 
helpful. (Virgie) There were many positive comments about the 
Communications section. 
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Assessment Ins'trimen'ts 
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Name: 



Date: 



IRI 

The following precautions should be taken in order to practice 
preventative maintenance. 

Blow down entire machine and clean all motors, clutches and brakes 
with compressed air. Check all belts for wear and replace if necessary. 
Check all chains and sprockets for wear, then tighten or replace if needed. 
Check to see that all chain guards are on properly. Grease or lube all 
bearings and chains and check for missing grease fittings. 

Check gear boxes for proper oil level. Insure all belt rollers are free 
and turning. Insure knife at cutting station is cutting properly. Check 
pads on delivery feet and check wrapping on feed roUers. Insure aU cloth 
guide rollers and free tuming. Insure proper tuming station alignment. 



SI 



Name:. Date: 



1. If belts are worn, what should you do? 



2. What does insure mean? 



3. Explain in your own words what preventative maintenance means. 



4. Why is it important to practice preventative maintenance? 



5. What word in the passage is short for lubricate? 



6. What is used to clean motors, clutches and brakes? 



7. The word used in the passage which means arrangement or position 
straight line is^ , 



8. What should be done to all chains and sprockets if they are wom? 



Name: 



Pfllowcaae Oral Retding Test (PORT) 
Date: 





List 1 


1. 


no 


2 


rod 


3. 


hem 


4 




5. 


not 


6. 


put 


7. 


on 


8. 


bulk 


9. 


cam 


10. 


* cut 




Listfi 


1. 


.heads 


2. 


miU 


3. 


start 


4. 


water 


5. 


traps 


6. 


stand 


7. 


lock 


8. 


reset 


9. 


roU 


10. 


rolls 



List 11 

L rolled 

2. temple 

3. bobbin 

4. throat 

5. dancer 
6* forming 
7. motion 
8* larger 

9. selvage 

10. button 



L material 

2. stackers 

3. position 
4 transport 

5. stacldng 

6. blinking 

7. conveyor 

8. tireakage 

9. emergency 

10. production 



List 2 



1 

1* 


sew 


^* 


Dy 


J» 


nil 


A 


out 


5. 


outs 


6. 


belt 


7. 


belts 


8. 


air 


9. 


loop 


10. 


off 





LisLZ 


1. 


fault 


2. 


wheel 


3. 


chain 


4. 


label 


5. 


puUout 


6. 


plate 


7. 


folder 


8. 


stock 


9. 


broken 


10. 


blow 



List M 

1. turning 

2. guide 

3. without 

4. counter 

5. thread 

6. center 

7. tickets 

8. U-boards 

9. shrink 

10. relays 



List 3 

1. rags 

2* mark 

3. for 

4. foot 

5. fork 

6. oil 

7. hems 

8. next 

9. lamp 

10. stop 



Lists 

1. length 

2. unwind 

3. cloth 

4. puller 

5. sensor 

6. stack 

7. stitch 

8. henmier 

9. free 

10. scray 



List 13 

1. faults 

2. static 

3. storage 

4. machine 

5. control 

6. L-Sealer 

7. clocked 

8. station 

9. T. O. Card 

10. pressure 



IMA 

1- wrap 

2. hook 

3- more 

4* pick 
5. slip 

6- down 

7. feed 

8- time 

9- units 
10. V-Belt 



List2 

1. border 

2. work 

3. buggy 

4. forward 

5. knife 

6. loopers 

7. panel 

8. piping 

9. winder 

10. piece 



List 14 

1. dispenser 

2. hazaxdous 

3. transfer 

4. fabric 

5. tnmmer 

6. device 

7. backward 

8. conduit 

9. creases 

10. display 



List s 

L seam 

2. hose 

3. flats 

4. shaft 

5. disc 

6. step 

7. doff 

8. one 

9. waste 
10 uni 



List 10 

1. bundle 

2. creel 

3. tension 

4. screws 

5. ready 

6. easy 

7. roller 

8. rollers 

9. needle 
10> gasket 



List IS 

L J-boards 

2. manual 

3. sewing 

4. process 

5. alignment 

6. crossfold 

7. overlock 

8. register 

9. sprockets 

10. slipboard 



List 17 

1. pneumatic \ 

2. proximity List 2] 

3. tolerance T.jj^ t 3 ' 

4. distribution List 4 

5. micro-5;witch List 5' 

6. pillowcases List 6 

7. compensating List 7 

8. requisition List 8' 

9. automatic List 9 

10. electricity 



List 10 _ 

List 11 _ 

List 12 _ 

List 13 _ 

List 14 _ 

List 15 _ 

List 16 _ 

List 17 _ 

Raw Score: 



EMC 



Name: 



Date: 



CLOZE 



The job of the automatic pillowcase operator is to 



a roll of 



cloth 



_ the machine to be 

. border. It is overlocked with 
. then tumed and folded 



with or without piping 
side and bottom. It 



wiU 

display. 

station watching 

operator will doff folding 

seconds in buggy 

for shrink 



. the work station watching 



. second operator will stand 



.machine. One operator 

defects and reading 

.le inspection 



. repairs and seconds. The 
, cut tabs out of 



stacks of one dozen. 



in buggy in stacks 



104 dozen 



boxes of 



king. These 



standard and queen, and 
_ bulk pack. 



, place 

are placed 

one dozen or some 



dozen for 



ANSWER KEY 



1. apply 

2. to 

3. hemmed 

4. or 

5. tab 

6. is 

7. by 

8. patrol 

9. for 

10. The 

11. at 

12. for 

13. patrolling 

14. table 

15. seconds 

16. in 

17. Firsts 

18. wrap 

19. of 

20. in 

21. for 

22. twenty (20) 

23. are 
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DEFT: _ 



SUPERVISOR: 



.( ) EMPLOYEE: 



O 



erJc 



1. comments about company (attitude toward company) 
rating (circle one number): 1 2 3 4 5 6 7 

l=mostly negative 5=good & bad comments 

2. enthusiasm toward job 

rating (circle one number): 1 2 3 4 5 6 7 

1 =hates job 5=job is something to do 

3. gets along with and is positive to other employees 
rating (circle one number): 1 2 3 4 5 6 7 

1 =very negative 5=good & bad interactions 

&/ or loner with other employees 

4. gets along with and is positive to supervisor 
rating (circle one number): 1 2 3 4 5 6 7 

1 =very negative 5=good & bad interactions 

argues or doesn't talk with supervisor 

Personalitu chartsiiterixtirfs 

5. enjoys and attempts to cooperate with others 
rating (circle one number): 1 2 3 4 5 6 

l=not cooperative 5=sometimes cooperative 

6. is dependable (and reliable) 
rating (circle one number): 1 2 3 4 5 6 

l=not dependable 5=sometimes dependable 

7. works well when not supervised 
rating (circle one number): 12 3 

l=rarely 5=sometimes 



4 5 6 7 



Skills and ahiUH^ 



8. expertise; 

rating (circle one number): 1 2 3 4 5 6 7 

1 =unable to do job right 5=average skills for job 

9. communicates in speaking 

rating (circle one number): 1 2 3 4 5 6 7 

l=never seems to 5=answers most questions 

answer questions fully all right 

10. communicates in writing 

rating (circle one number): 1 2 3 4 5 6 7 

l=never seems to 5=answers most questions 

answer questions fully all right 



11. math skills for current job 

rating (circle one number): 1 2 3 4 5 

l=makes many mistakes 5s=can do any math 
due to lack of skills needed for job 



86 



6 7 



8 9 10 

10=mostly positive 

8 9 10 

10=loves job 



8 9 10 

10=very positive 
with oUier employees 



8 9 10 

10=veiy positive 
with supervisor 



8 9 10 

10=always cooperative 
8 9 10 

10=always dependable 



8 9 10 

10=always 



8 9 10 

10=very best at job 



8 9 10 

10=always gives clear, 
detailed smswers 



8 9 10 

10=always gives clear, 
detailed answers 



8 9 10 

10=can do much more 
math than needed 



12. nmth skills (general) 

rating (circle one number): 123456789 10 

l=can do no math 5=can do basic +.-.x,/ 10=can do ar.y math 

13. reading skills for current job 

rating (circle one number): 123456789 lO 

l=makes many mistakes 5=can read anything 10=can read much 

due to lack of skiUs needed for job better than needed 

14. reading skills (general) 

rating (circle one number): 123456789 10 

l=can not read 5=can read basic things 10=can read most 

like newspaper anything 

15. decision making skills (seeing & thinking about different choices) 
rating (circle one number): 123456789 10 

1 -thinks of few 5=thinks of some but 10=thinks of most 

possible choices not all choices all choices 

16. problem solving on the job 

rating (circle one number): 123456789 10 

1 =always asks for help 5=solves some job 10=solves most iob 

with job problems problems by self problems by self 

17. understands quality control 

rating (circle one number): 123456789 10 

l=does not understand 5=understands somewhat 10=can fuUy explain it 

Motwation 

18. interest in job advancement 
rating (circle one number): 123456789 10 



l=no interest 5=some interest 



10=veiy interested 



19. potential for advancement 

rating (circle one number): 123456789 10 

1 =unlikely to ever go 5=may advance to some 10=will clearly advance 

past current job higher positions far beyond current job 

20. interest in taking classes for improvement 

rating (circle one number): 123456789 10 

l=no interest 5=some interest 10=very interested 
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structural Interview of Employees 
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68 



90 Pillowcase Employees 



39 Started the Program 43% Started the Program 

14 Completed the Program 15% Completed the Program 

25 Dropped out of the Program 28% Dropped out of the Program 

Questions Asked 

Plant Manager 

♦Where do you perceive performance gaps caused by lack of basic skills? 

*In which departments do basic skills have an important, even critical, impact on the performance 

of entiy level workers? 

*Where do you see the greatest need for improvement in basic skills education? 
*Wha:e would you notice effects if improvements are made? If they arenH? 

Personnel Director 

*How does basic skills literacy affect hiring and piomotability? 

*Do applicants have the necessary basic skills to perfomi the job once hiied? 

*Do employees have trouble reading insurance information or claim forais? 

*Do employees need help understanding company policy, manuals regarding sick time, benefits, 

holiday pay, etc.? 

*Do employees have difficulty calculating wages or figuring out deductions from their paychecks? 

* What one thing gives employees most trouble? 
*Can we photograph, video tape, and tape record jobs? 

Department Managers & Supervisors 

*In what jobs do workers seem to have the greatest need for basic skills? 

*How is plant productivity affected by workers' ability in reading, writing, math, communication, 

and problem solving?. 

*Do you have workers you*d like to promote but feel they can't handle the literacy requirements of 
higher-level jobs? If so, in what job titles? 

*Do workers lose time on the job covering for those who have lower basic skills? What areas? 

* What form gives your department a difficult time to complete? 

*In your opinion, what things can we teach that would increase job productivity? 
*What kind of errors does the department encounter and how can we correct them? 

* Which job tasks are most critical to job success? 

* Which job tasks arc most frequently performed? 
♦Which job tasks arc most problematic? 

* Where is poor performance occurring? 
♦Useful pre/post measures of employee performance? 
♦Current performances arc measured by? 

Employees 

*What forms do you have to fill out? Explain how you complete the fonin. 

* What do you have to read and write? 
*Who do you communicate with on your job? 
♦What kinds of problems do you have? 
*How do you solve these problems? 

* What kind of math do you do on your job? Explain how you do the math. 

* What would make your job better or easier? 
*Do you feel competent with doing all parts of you job? 
*If you could change anything about your job, what would it be and why? 



> 
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APPENDIX C 



Literacy Task Analysis Samples 




Job Title: Repair Operator 
Job Task: Repair pillowcases 



1. Hem narrow pillowcases 



2. Repair overlooked pillowcases 



3. Prepare machine 



1. A Secure 48 narrow piUowcascs and lay on 

table 

*Sew hem in narrow pillowcase 
*Count 48 hemmed narrow pillowcases 
♦Mark # on production card 
♦Place hemmed narrow pillowcases on 
buggies and odds flats 

2. A Secure 48 pillowcases and overlock 

♦Secure 48 pillowcases from storage bin, 
clip and stack 

♦Record number of repairs and aside 
pillowcases 

♦Empty trimming container 
♦Work up odds work 

3. A Prepare machine 

♦Understand safety rules 

♦Read CO. to determine if bobbin needs 

changing 

♦Change bobbin 

♦Determine if needle thread break has 
occurred 

♦Repair needle thread break 
♦Determine if bobbin thread break has 
occurred 

♦Repair bobbin thread break 
♦Determine if new cone of thread is 
needed 

♦Read CO. to determine if you have the 
correct cone 

♦Tie on cone of new thiead on machine 
♦Qean work area 



SI 



Job Title: Service Recorder 

Job Task: Checks aU work out of department 

1. Place empty trucks at aUTexpa i,a 
machines 



2. Truck full and complete trucks to 
check out station 



2.A 



3. Check ail work out of department 



3.A 



4. Place #3 cut. order copy with roll 
stock tickets in tray 



4.A 



5. Deliver tagged work to Division 
Quality Control 



5.A 



Recognize when trucks are needed 
♦Read CO. for shrink of bulk orders 
♦Detemiine if order gets a tmck or a box 

Scan department for complete orders 
♦Read CO. 
*Read ticket on buggy 
♦Determine if order is complete 
♦Truck order to check out station 
♦Understand safety rules 

Check out procedures 

♦Remove fly-leaf and record production 

into Tebcon 

♦Record production onto #7 cut order 
copy 

♦^^ple fly-leaf to #7 cut order copy 
♦Place the #1 cut order copy into 
incomplete cut order book 
♦Insure production and amount issued 
match up 

♦Cneck for correct tabs 
♦Check for correct count 

Recognize #3 cut order copy and roll 

stock tickets 

♦Read cut order copy 

♦Read roll stock tickets 

♦Match up the C O. and ticket 

Recognize tagged work 
♦Understand safety mles 
♦Recognize vocabulary 
♦Recognize tiiat order is complete 



6. Prepare rerun paperwork 6.A Complete renm paperwork 

*Send #1 cut order copy to Put-Up 

*PIace#3 cut order , rerun paper work, 
and cloth sample in tray 

*PIace #7 cut order copy in completed 
cut order book 
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Job Title: To w Motor Operator 

Job Task: Provide each machine with cloth and suppUes for each order 



1. Obtain roll stock from warehouse 
and deliver to Texpa machine 



2. Deliver cut order supplies to all 
Texpa machines 



1»A Retrieve roll stock firom warehouse 
♦Understand safety rules 
♦Read ticket 

♦Compare ticket with C-0, roll stock # 
♦Recognize vocabulary throughout plant 

2* A Deliver supplies to machines 
♦ReadCO, 
♦Read labels 

♦Read cone^ border, and piping labels 
♦Complete requisition form in supply 
office 

♦Understand safety rules 



3* Return unused supplies to supply 3,A 
room 

4. As roll stock is delivered to machine, 4* A 
match cloth standard to roll stock 



Return unused supplies 
♦Understand safety rules 

Match cloth standard to roll stock 
♦Compare shades and pattern 
♦Conmiunicate with superivsor-- 
if questionable 



5. Poform preventative maintenance check 5. A 
list for tow motor 



6. Return rerun roll stock to rerun racks 6* A 



Perform P.M. check list for tow motor 
♦Read check list 
♦Understand safety rules 

Return reran stock to reran racks 
♦Notify #2 service person of 
reran location 
♦Understand safety rales 
♦Communication with planner 



Job Title: Qeaner 

Job Task: To keep the pillowcase department clean 



1. Sweep all areas in pillowcase 
department . 



2. Take out all rags in buggy 



1.A 



3. Weigh buggy to weigh the rags 



4. Empty all trash cans 



5. Haul trash to dumpster and dispose 



2.A 



3.A 



4.A 



5.A 



Sweep the pillowcase department 
*Understand safety rules 
*Recognize vocabulary 

Collect all rags ficom machines 
*Understand safety rules 
♦Recognize vocabulary 

Weigh buggy 

♦Subtract buggy weight from buggy/rags 
weight 

♦Record weight on report 

Scan department for full trash cans 
♦Understand safety rules 
♦Recognize vocabulary 

Empty trash 

♦Recognize vocabulary throughout the 
plant 

♦Understand safety rules 
♦Read the dumpster instructions 
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APPENDIX O 



CurriculiuB 
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Math Curriculum 



July 1, 1991 



Anna O. Baldwin 



MATH 

Job: Shift: Department: 

MathWS. 1: Able 1: 

MathWS.2: Able 2: 



Job#: 


1320 
Cleaner 


1332 
Re|>air 


1333 
SP#1 


1333 
SP#2 


1336 
Planner 


2210 
Tech. 


"Jill 
D. Tech. 


Open 


P.M. 

Crew 


*!^U IIUII'IUII 


















[ 


How to??? 


1 

Y 1 


1 

Y 1 


1 

Y 1 


1 

Y ! 


1 

Y 1 


1 

Y 1 


1 

V 1 
I 1 


V i 
r 1 


"V 1 


Pay Check 


Y , 


Y j 


Y 1 


Y 1 


Y , 


Y 1 


Y . 


V . 
I 1 


I 1 

v 


Material Needed 








Y 


Y 




I 1 




I 1 


Product Produced 


1 


Y ' 


Y ' 


Y ' 


Y ' 


Y ' 


Y ' 


Y 

Y ' 


Y 1 

I 


Adjustments 


1 


1 


1 






Y 1 


Y 1 


Y 1 


Y 1 
I 1 


Measurement 


1 


1 


1 
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This section on operations will be very general and not 

necessarily job specific at this time. Later 
lessons will cover the same operations and will be job 

specific. 
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Adding 

(Everyone) 

Objective: Each student will be able to add. 

Materials: Complete and Incomplete cutting orders. Number Power 1 
Activities: 

1) The teacher will demonstrate the various ways that the student need to add. 

2) Repair - must add up the number of pillowcases she corrects. 

Have the student practice adding up the number of pillowcases she corrects in an 
hour, a day, a week. 

Operator - must add up the number of dozens in the buggy. 

Draw several buggies on the board and place dividers between stacks of 12 
pillowcases. Each layer can have various amounts. Create several problems such 
as this one and have the student count the number of dozens. 

Planner - must add up the orders at the end ctf the day. 

Have several copies of different cutting orders (not complete). Have the student 
add up the amount of work left for the next shift and the amount of work done by 
the present shift. 

Service Person - must add up the number of dozens to see if an order is 
complete 

Have several copies of complete cutting orders and have the student add up the 
number of dozens completed. Have the student determine if the order is complete. 

Everyone - must add up the hours they worked during a week. 

3) Ask if an} one adds on their job in ways that we did not cover 

4) If they need extra practice, pull problems from the Number Power 1 workbook. 

TEACHER^S NOTES 
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Dividing 

(Everyone) 

Objective: Each student will be able to divide. 
Materials: Number Power 1 
Activities: 

1) The teacher will discuss with the class the various ways in which they divide on their 
jobs. 

2) Do several problems on the board to demonstrate how to divide. Use the discussion to 
pull problems from the students. 

Ex) a) 1726 units = dozen 

b) You made $298.32 for 40 hours. How much do you make per hour? 

c) 1000 yards of cloth. 1 .5 yards to make a pillowcase. How many 
pillowcases can you make from the 1000 yards? 

3) Have the class practice several problems. 

4) Discuss other ways in which they divide on their job. 

5) Do the division review page in Number Power 1 for extra practice. 

6) Go over worksheet and discuss any problems or questions. 

TEACHER ^S NOTES 
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Decimals 

(Everyone) 



Objective: Each studeni will be able to work with decimals. 

Materials: Number Power 2 

Activities: 

1) Go over the following decimal concepts on the board: 

a) Adding Decimals 

12.5 yards 
206.25 yards 
218.75 yards 

b) Subtraction Decimals 

$206.98 this week 
$107.42 last week 
$99.56 difference between weeks 

c) Multiplication of Decimals 

$7.32 per hour and you work 7.25 hours 
$7.32 

$53.07 

d) Division of Decimals 

I. 5 yards to make a pillowcase. You have 11.75 yards. How many pillowcases can 
you make? 

II. 75/1.5 = 7.8 pillowcases 

e) Conversion of Decimals 

Decimal to RactiOT .25 = 1/4 .30=3/10 
Decimal to Percent .25 = 25% .30 = 30% 

0 Rounding Decimals 

2) Discuss the ways in which they use decimals on their job.] 

3) Have the dass do several proUems like the ones above. 

4) For extra practice, have them to the review page {(x decimals in Number Power 2 

TEACHER^S NOTES 
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Calculators 

(Everyone) 

Objective: Each student will be able to use a calculator. 

Materials: (6)<^culatore-have students bring their own calculatore if possible. Math: For 

flj^^l^^L^pages 104-1 12. Working with YJurr^i^j.^.^.. 17, 48, 59, 85. 
lUo, lot, 147. 

Activities: 

1) As an introduction, you may want to read page 103 in the workbook to the class. 

2) Y**.?u °" ^ estimation and this one on the use of calculators, each student 
should be able to use a calculator throughout the rest of the math curriculum. 

3) The teacher shoufd explain and demonstrate the different functions on the calculators (+ - 
,',/,=,etc.). Tell die stiidents die steps to working a proWem: ' 

a) Understand the problem 

b ) Determine the operation(s) to be used 

c ) Estimate the answer 

d ) Use the calculator if available 

e ) Compare answer witii estimate (on target?) 

f ) Rework or accept 

4) The students should practice several problems that you put on tiie board. Discuss their 
answers. Make sure they follow the above steps. 

5) For more practice, give them the workbook pages 104-112. Go over any problems that 
iney mignt nave. *^ 

6) Remind them again of Uie importance of estimating the answer before they start punching 
S)ldn^oJf ^ "^^^ ^ ^""^ "^^^ ^""^ answer they aS^"'''""^ 

7) If students need extia help, they can work the pages listed above in the Working with 
Numbers workbook viiwi't "im i 

TEACHER *S SnTVfi 
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Pay Check 

(Everyone) 

Objective: Each student will be able to compute their weekly and vacation pay checks. 
Materials: Calculators,Check Stubs, Working with Numbers pages 50-52 
Activities: 

1) Pillowcase employees get paid two ways: Operators - production and Everyone else - 
rate per hour. 

2) The teacher will demonstrate the two ways that pillowcase employees get paid. 

a) All students, with the exception of the curators, should practice several problem 
from the board and tiien do pages 50-52. 

b) The teacher will the operator problems to practice on the board. 

3) The teacher will demonstrate how to compute vacation pay. 

4) The class will work several problems frcxn the board to compute vacation pay. 

5) Discuss the with the class their pay check stub. 

6) Practice estimating weekly pay checks with the class. 

TEACHER'S NOTES 
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Deductions ( Insurance ) 

(Everyone) 

Objective: Each student will be aWe to compute their pay check deductions. 
Materials: Pay check stub. Working with NumhP.rs page 57-58, Calculators 
Activities: 

1) Have each student bring a pay check stub to class. 

2) Discuss the various items on their pay check stub. 

3) Define the various terms on the stub: 

Net Pay 
Gross Pay 
Fed. Tax 
HCA 
State Tax 
Insurance 

4) Do several problems on the board dealing with the pay check stub (use estimation). 

5) Have the students do pages 57-58. 

6) Go over the sheets and any problems or questions. 

TEACHER'S NOTES 
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Material Needed 

(Service Person) 

Objective: The student will be able to estimate the amount of material needed for an order. 
Materials: Cutting Order, Calculators, Spool of Thread, Boarder, Piping, Labels 
Activities: 

1) The service person is responsible for getting all material to the machines to sew 
pillowcases. She must know how to estimate the amount of material to bring to each 
machine based on the cutting cM^der. 

2) Discuss with the service person the ways that she estimates the material. 

3) Notice the number of yards on a spool of thread, boarder, piping, and the number of labels 
on a roll. Compare that to the Cutting Order. 

4) Give the service person several job specific problems to do concerning estimating material. 

TEACHER'S NOTES 
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Tolerance 

( Repair, Technician, Operator, P!M. Crew) 



Objective: Each student will understand the meaning of tolerance and how it is used in the 
pillowcase department 

Material: Pillowcases 

Activities: 

1 ) The teacher will define tolerance. 

2) Have the operators in the class give you the lengths and widths for a standard, queen, and 
king pillowcase. Also talk about what they will accept for lengths and widths for each 
(imfinished and finished). Fmd out what kind of tolerance is acceptable for each. Make 
sure that they know what they have been accepting as an appropriate length and width is the 
same concept as tolerance.( The technicians also use tolerance when adjusting the 
machinery. It would be a good discussion for the operator and technicians to talk about 
liow they use tolerance. Also it would help the operator to understand what to do if a 
pillowcase needs to be adjusted) 

3) Write several measurements on the board under the titles of Standard, Queen, and King. 
Have each student copy the infonnation down on paper Then instruct them to circle the 
measurements that meet the tolerance given and put an X on the ones that do not meet 
tolerance. 

4) Go over as a group the answers for the information on the board. 

5) Give them extra problems to practice during the time left for class. 



TEACHER-S NOTES 
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Reading Scales 

(Cleaner) 

Objective: Each student will be able to read scales that are used in their work areas. 

Materials: Math: For the World of Work pages 54-57 

Activities: 

M.^h^^^'T^'^m'^'i^A*^ "^'^^^"""^ various jobs entail. You can use 

Math: For the World of Work pages 61-79 for extra examples. i t<ui u^e 

2) You might ask each student to draw a picture and explain the type of scale that they use. 

"^t'^^ their waste and rags on a scale. They also know that their bugev 
rif^n^ IS^th: b w"^^ "° '''' '""^^ -^^-'^ the weigh?o¥ 

oSr St^s^tioS ^ 

5) Draw several scales on the board ajid practice reading the weight 

6) Have the student work pages 54-57 in the workbook for extra pracUce. 

7) For more subtraction practice make up several problems on the board- 

Ex.) Weight of buyyy Weight of hnygy with raPS 

100 lbs. 265 lbs. 

95 lbs. 197 lbs. 

etc. etc. 

Have each student practice finding the weight of the; material 

TEACHER^S NOTpg 
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MATH FOR THE JOB 



1. How wide is the pillowcase? 



1 2 34 5 



2. How long is the pillowcase? 




i|i|i|i|i|i|i|i|Hi|i|i|i|i|i|||i|i|i|i|i|i|i|i|i|i|^ 
1 a 34 s 



3.H0W wide is the roll of cloth? 





\ il 2 34 S 
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4. How wide is the pillowcase? 




1 2 34 5 



5. You have three orders for Utica pillowcases. The first order is 267 dozen. Second order is 306 
dozen. The third order is 197 dozen. How many dozen must you sew to complete the orders? 



6. If you have 198 first quality pillowcase, 26 second quality pillowcases, and 10 third quality 
pillowcases, how many i^Uowcases do you have altogether? 



7. A buggy weighs 100 pounds without waste in it It weighs 206 pounds with waste. How 
much dc^s the waste weigh? 



8. When you started the Ralph Lauren order, the piUowcase machine read 1462. You have 
completed the order and the machine now reads 5623 units. How many units did you sew? 
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9* You get paid $8,21 per hour. How much money would you make if you wcxked 6.5 hours? 



10. A buggy has 4 levels. Each level has 24 dozen. How many pillowcases do you have on the 
buggy? 



1 L Your buggy has 3468 pillowcases on it. Ho^v many dozen do you have on the buggy? 



12. If you sew 9 pillowcases, what pan of a dozen have you sewn? 



13. If you made $45 in a 7 and 1/2 hour day, how much did you make in an hour? 



14. If you made $7.24 per hour, how much would you make in 6.25 hours? 



15. How many hours did you work during the following week: 

Monday - 7.25 hours 
Tuesday - Off 
Wednesday - 8.5 hours 
Thursday - 6.75 hours 
Friday — 8.0 hours 



16. If 1 out of 30 pillowcases are third qualir/, what number out of 300 pillowcases will be third 
quality? 



17. There are 60 third shift woikers. 2/3 of third shift workers have worked 20 years or more. 
How many 20-year thixd shift workers are there? 



in 



18. Cutting order below: 



How many dozen have been completed? 
How man> singles? 
Is the order complete? 
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19. An operator gets paid on die following scale: 

Down Tune - $6.89 per hour 
Run Time - $7.40 per hour 



How much would the operator make in a day if the down time is 2.8 hours and run time is 4.5 
hours? 



20. If you produced 598 first quality pillowcases, 174 second quality pillowcases, and 21 third 
quality pillowcases, how much money would you make on that day based on the following rates? 

First Quality - .12 per pillowcase 
Second Quality - .08 perpiUowcase 
Third Quality — .02 perpiUowcase 



21. On Wednesday, you produces 5039 Ralph Lauren pillowcases with 12 repairs. The following 
chart shows your rates: 

First Quality -7.55197 run hours 
Repairs - .018027 run hours 

First QuaUty - 9.7875 Rate for style code 107 
Repairs - 8.3725 Rate for style code 107 

How much did you make on Wednesday? 



22. fiun Down EssaiXS. ISHal Down Time Run hours Rate for Stvle 101 

Time Timft Units Rate 1st quality / repairs 1st quality /repairs 

5.80 1.58 21 4872 6.89 5.775 / .025 9.7470 / 8.3306 
Based on this chart, how much did you make on this day? 
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23, Ifthequalityauditorwminspectlforevciy25pmowcasesonabuei^ howmanv 
piUowcases wiU be inspected on a buggy of 300 pUlowcases? ^ 



it/'^^iF^^ 1000 piUowcases on it Ten of the 1000 pillowcases are repairs The renair^ 



25 Out of 1000 piUowcases on a buggy, 100 are repairs (not corrected). If the insDcctorchoo^^^ 
pUowcascs. what are the chances that the three pUlowcases are repaid inspector chooses 3 
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VOCABULARY AND READING 



Name:_ 
Cloze 1: 
Cloze 2: 



HUl:. 
IRI2: 



_ Job:_ 
.Portl:. 
Port 2: 



.Ablel: 
.Able 2: 



Shift: Department: 



Job#: 



1320 1332 1333 1333 1336 2210 2211 2450 
Cleaner Repair SP#1 SP#2 Planner Tech. D.Tech. Oper. 
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VOCABULARY 



Objectives: To be able to recognize and use job-related vocabulary. 
Instructor's Activities: 1 . Prepare a list of ten words. . 

2. Pronounce each word for student. 



Student's Activities: 



Resources: 



1. Get in a small group and discuss the meaning of 
each word as it relates to job. 

2. Discuss each word and whether or not it has 
more than one meaning. 

3. Write a sentence with each of the ten words 
using job-related context. 

1. Glossary 

2. Word Review Program 



VOCABULARY 



Objective : To be able to recognize and use job-related vocabulary. 

Instructor's Activities: 1 . Encourage students to keep a notebook with 

unfamiliar words in it. 



Student's Activities: 



Resources: 



1 . Begin to keep a glossary of unfamiliar words in 
notebook. 

2. Write a definition and sentence for each word. 
1. Glossary 
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VOCABULARY 



Objective: To be able to recognize prefixes in job-related vocabulary. 



Instructor's Activities: 



1. Explain that a syllable of syMabiefs added to the 
beginning of a word is called a prefix. "Pre" 
means before, and a prefix is letters fixed or 
added before or at the beginning of a word. 

Ex. i£+set = reset 

2. Prepare a list words from glossary. 



1. unwind 

2. relay 

3. display 

4. micro-switch 



5. replace 

6. insure 

7. repair 

8. transport 



Student's Activities: 1. Underline prefixes in each word. 

2. Discuss with instructor and with a partner how 
the addition of a prefix changed the meaning of 
each word: 

3. Write sentences using only the root words. 

4. Write sentences using the root words with 
prefixes. 

5. Discuss with a partner how the sentence 
meanings changed when the prefixes were added. 



Resources: 



1. Glossary 

2. Word Review Program - Vhrahnlary 
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VOCABULARY 



Objective: To be able to recognize suffixes in job-related vocabulary. 

Instructor * s Activities : 1 . Explain that a syllaTjfe or syllables added to tKe 

end of a root word is called a suffix. 

Ex. detect + ai = detector 

2. Explain that there are some cases when you 
must drop a final e.to add a suffix. 

Ex. broke + en = broken 

3. Explain that there are some cases when you 
must double the final consonant to add a suffix. 

Ex. patrol + ing = patrolling 

4. Prepare a list of words from glossary. 



1. compensating 

2. production 

3. dispenser 

4. hemmer 

5. sensor 

6. electricity 

7. storage 

8. trimmer 

9. requisition 

10. stacking 

11. longer 

23. folder 



12. breakage 

13. turning 

14. sewing 

15. shorter 

16. counter 

17. piping 

18. winder 

19. doffer 

20. forward 

21. dancer 

22. puller 



Student's Activities: 



1 . Underline suffixes in each word. 

2. Discuss with instructor and with a parmer how 
the addition of a suffix changed the form 
and/or meaning of each word. 
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3. Write sentences using only the root words. 
Remember to add the final e or double the final 
consonant when required. 

4. Write sentences using the root words with 
suffixes. 

5. Discuss with a paimer how the sentence 
meanings changed when the suffixes were added. 



Resources: 



1. 



Glossary 



2. 



Word Review Prog ram-Vnrahnlary 
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READING/VOCABULARY 



Objective: To promote understanding of what is read on the job and how to apply 
what is understood. 



Instructor's Activities: 1. 



Prepare a copy of passage. 



2. Underline ten specific words. 

3. Prepare questions. 

(a) . What does the auto pillowcase operator do? 

(b) . How many operators are discussed in this 

passage? 

(c) . Name the operators and teU in your own 

words what jobs they are responsible for? 



2. Write a definition for each underlined word. 

3. Write answers to questions. 

4. Get with a partner to check definitions and 
answers. 



2. Job-related passage 

3. Word Review Program -Vncflbulflry 



Student's Activities: 



Read passage. 



Resources: 



Glossary 
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JOB OBSERVATION 

The job of the automatic pillowcase operator is to apply a roll of cloth to the 
machine to be hemmed with or without piping or border. It is overlocked with tab 
side and bottom. It is then turned and folded by machine. One operator will patrol 
work station watching for defects and reading display . The second operator will 
stand at inspection station watching for repairs and_S££Qnd&. The patrolling operator 
will doff folding table, cut tabs out of seconds, place seconds in bu ggy in stacks of 
two dozen or some in boxes of 24 dozen for standard and queen, and 20 dozen for 
king. These are bulk pack. 
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READING/VOCABULARY/WRITING 



Objective: To integrate job-related reading materials with essential 
writing composition on the job. 

Instructor's Activity: 1. Prepareacopy of passage. 

2. Underline all twenty specific words. 

3. Make writing assignment. 
Student's Activity; 1. Read passage. 

2. Review underlined words and the 
definitions for each word. 

3. Write a memo to the technician 
explaining that display on machine is 
not working. 



Resources: 



1. Glossary. 

2. Job-related passage. 

3. Writing for the World of Work 
pp. 74-76. 



ERIC 



READING/WRITING 



Objective: To integrate job-related reading materials with essential 
writing composition on the job. 

Instructor's Activities: 1. Prepare a copy of cutting order. 

2. Prepare a copy of the following 
questions: 

a. What is the cutting order number? 

b. What is the stock order number? 

c. How many dozen are planned on this 
order? 

d. What pattem is this order? 

e. What color is this order? 

f. What are required supplies needed for 
this order? 

Student's Activities 1. Study the cutting order and answer the 

questions in complete sentences. 

2. Discuss your answers with a partner or in a group. 
Resources: 3. Cutting order 
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READING/WRITING 



Objective: To integrate job-related reading materials with essential 
writing composition on the job. 

Instructor's Activities: 1. Prepare a copy of cutting order. 

2. Prepare a copy of the following questions: 

a. Are there any border requirements? If 
so, what are they? 

b. Why is the cut dozen different from the 
expected order? 

c. What does blend mean? 

d. Is the fabric used in this order a 
blend? If so, what is the blend for this 
order? 

e. What is the finished size of this order 
to be? 

f. When is this order to be started? 

g. When is this order to be completed? 

Student's Activities: 1. Study the cutting order and answer the 

questions in complete sentences. 

2. Discuss your answers with a partner or in 
a group. 

Resources: 1. Cutting order 
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READING/WRITING 

Objective: To integrate job-related reading materials with essential 
writing composition on the job. 



Instructor's Activities: 1. Make assignments for additional practice 

from the workbook. Writing for the World 
of Work, pages 99-101. (Work Orders) 

Student's Activities: 1. Complete pages 99-101 from the 

workbook. Writing for the World nf Wnrk 

2. Discuss your answers with a partner or in 
a group. 

Resources: 1 . Writing for the World of Work , pages 

99-101 
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WRITING 

Objective: To IntegTate student's writing with everyday experiences. 

Instructor's Activities: 1. Encourage students to write a few sentences 

each day. 

2. Have student read aloud what has been written. 

3. Provide item for discussion. 
Student's Activities: 1. Write a few sentences about anything. 

2. Read aloud to instructor. 

3. Discuss what you have written. 
Resources: 1. Notebook 
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COMMUNICATION AND PROBLEM SOLVING 



Name: 



Job: 



Shift: Department: 



Job#: 

Communication 

Listening 
Speaking 
Writing 
P.M. Daily Report 
T.MotorCk.List 
Shift Ck. List 
Daily Main. On. List 
Repair Mach.Wk. CL. 
Notes/Memos 
Repair Prod. Report 
CO. Card 
Supplies 
Sew Route 
Ticket for Roll 
Cutting Order 
Requis. Slip 
Quality Report 
Journal Entries 
Towmotor Book 
Clean. Daily Rep. 
Repai r Cards 
Oper. Dly. Prod. Rep. 



Problem Solving 

On-the-job 

Inteipersonal 



1320 
Cleaner 



1332 
Repair 



Y 
Y 



1333 1333 1336 2210 
SP#1 SP#2 Planner Tech, 



Y 
Y 



Y 
Y 



Y 
Y 



Y 
Y 



Y 
Y 
Y 
Y 
Y 
Y 



Y 
Y 



Y 
Y 



Y 
Y 

Y 
Y 

Y 
Y 



Y 
Y 



Y 
Y 
Y 
Y 
Y 



Y 
Y 



Y 
Y 



2211 2450 
D.Tech. Oper. 



Y 
Y 



Y 
Y 
Y 



Y 
Y 



Y 
Y 



Y 
Y 
Y 



Y 
Y 



Y 
Y 



Y 

Y 

Y 
Y 
Y 

Y 
Y 



Y 
Y 



P.M. 

Crew 



Y 
Y 



Y 
Y 



ERIC 



COMMUNICATION LESSONS 



The following materials were used during the communication skills segment of 
departmental classes. Classes were designed to encourage open communication 
between students. Topics discussed ranged from concepts presented in the materials, 
themselves, to issues involving communication/conflict at wori< and at home. Students 
were encouraged to share situations, events, and resolutions from their own lives. 

In addition to discussing materials, students completed self-evaluation forms 
and surveys. At the end of the communication skills lessons, one class used video 
equipment to role-play a confrontational situation between two employees and their 
supervisor. This was a hit! Students then reviewed the tape and the class discussed 
what communication skills were lacking and which ones would have been effective. 
The situation was then re-acted using better skills. The class then discussed this tape. 

Lesson One 

Materials: Communication in the Wori<place, Module 1 
Communication, 7 
Accepting Orders on the Job, 4 
Cooperating with the Employer, 3 
Cooperating with Co-Workers, 4 

Discussion of the following topics: Communication in the wort^place 

Barriers to communication 
Listening/Speaking at the workplace 
Accepting orders 
Cooperating with supervisors 
Cooperating with co-workers 

Lesson Two 

Materials: Communicating to Solve Interpersonal Conflict, 12 

Discussion of the following topics: Sources of interpersonal conflict 

Preventing interpersonal conflict 
Solving interpersonal conflict 
Interpersonal conflict with co-workers 
Preventing interpersonal conflict with co-workers 
Interpersonal conflict with supervisors 
Preventing interpersonal conflict with supervisors 

At the end of these two lessons, the video was used. 



Lesson Three 



Materials: Using Problem Solving Strategies, Module 3 

Discussion of the following topics: Introduction of the problem solving model 

Investigating a problem 
Identifying solutions 
Selecting a solution 
Testing a solution 
Recommending a solution 

Lesson Four 
Materials: Stress, 9 

Discussion of the following topics: What is stress? 

The effects of stress 
Identifying stress 
Causes of stress 
Handling stress 




SMtMMt 2: 
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AUTOMATICS DEPARTMENT CLASS SCHEDULE 



MONPAY 



Vocabulary and Comprehension 

9-16 Introduction/Tour of Mac Program 9-18 Tourof MacProgranV25 woidtest/ 

TABE Locator 

9-23 AORT/Mavis Beacon ProgramAfoc. Program 9-25 \bc. Program/Progress Sheet 

9- 30 V)c. Program 10-2 "Vfoc. Program 

10- 7 Compreh. Program/Forms 10-9 Comprch. Program /Post AORT«&25 

word test 



Communication and Problem Solving 



10-14 Pre Problem / Pre Communication 
MdeoT^ 

10-21 Communication in the Workplace part 2 
10-28 Interpersonal Conflict part 2 
11 -4 Problem Solving Strategies part 2 



10-16 Progress Sheet / Communication in 

the Woriq)lace part 1 
10-23 Interpersonal Conflict part 1 

10- 30 Problem Solving Strategies part 1 

11- 6 Stress; Post Problem / Post 

Communication 



11-11 Pre Math Test 



11-18 Number Maze /Work Sheets 
11-25 Jcb Related Math 



Math 



11-13 Progress Sheet / Number Maze - 
design curriculum on each person / 
Work Sheets 

11-20 Job Related Math 

11-27 Job Related Math /Post Math Test 
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Automatics Oral Reading Test (AORT) 



Name: 



Date: 





List 1 


1. 


box 


2. 


hem 


3. 


jog 


4. 


lot 


5. 


no 


6. 


not 


7. 


pad 


8. 


red 


9. 


run 


10. 


tab 




List 6 


1. 


bias 


2. 


blow 


3. 


board 


4. 


border 


5. 


brake 


6. 


break 


7. 


check 


8. 


clamp 


9. 


crib 


10. 


edge 



List II 

1, reverse 

2, ripper 

3, stock 

4, tearing 

5, thread 

6, tickets 

7, timers 

8, A frame 

9, button 

10, clipper 



List 2 






1. air 




1. back 


2. bm 




2. bars 


3. cut 




3. bench 


4. lift 




4. blend 


5. Ust 




5. card 


6. oil 




6. doff 


7. out 




7. down 


8. raw 




8. feed 


9. sew 




9. fill 


10. simple 




10. fixer 



List? 

1. face 

2. guard 

3. guide 

4. hoist 

5. key-in 

6. knife 

7. lay-up 

8. motor 

9. pedal 

10. pleat 



Lists 



1. 
2. 
3. 
4. 



power 
print 
sheet 
sheU 

5. wheel 

6. align 

7. bobbin 

8. broken 

9. buggy 

10. burl^ 



List 12 

1. defect 

2. dispenser 

3. goggles 

4. needle 

5. percale 

6. percent 

7. plastic 

8. rollers 

9. ruffle 

10. skipped 



List n 

L stacker 

2. tension 

3, trimmer 

4. vacuum 

5, auditor 

6. control 

7, cotton 

8. cradle 

9, downtime 
id. flagging 



1. primary 

2. separator 

3. standard 

4. stiffener 

5. stitches 

6. tweezers 

7. utility 

8. coordinator 

9. material 

10. Mayflower 







List 17 


1. 


production 


2. 


quality 


3. 


conventional 


4. 


conveyor 


5. 


electronic 


6. 


hydraulic 


7. 


mechanic 


8. 


requisition 


9. 


screwdriver 


10. 


directional 



1. 

2. 
3. 
4. 
5. 
6. 
7. 
8. 
. 9. 
10. 



List 4 

flat 
fold 
foot 
gate 
hose 
light 
off 
one 
order 
ply 



1. 
2. 
3. 
4. 
5. 



List 9 

clutch 
count 
creel 
crooked 
folding 



6. four-hem 

7. gauge 

8. guides 

9. hemmer 

10. looper 



List 14 

1. flannel 

2. grinning 

3. operator 

4. planning 

5. platform 

6. railroad 

7. selvage 

8. servicer 

9. shutde 

10. storage 



Lists 

1. rack 

2. rags 

3. rates 

4. rerun 

5. roU 

6. seam 

7. snips 

8. stand 

9. trim 
10 unit 



List 10 

1. marked 

2. muslin 

3. parking 

4. piping 

5. pumping 

6. reject 

7. relief 

8. remnant 

9. repairs 

10. report 



List IS 

1. towmotor 

2. trucking 

3. waterbed 

4. chipboards 

5. computer 

6. crossfold 

7. improper 

8. inventory 

9. malfunction 

10. pressure 



List 1 . 
List 2. 
List 3. 
List 4. 
Lists. 
List 6. 
List 7 
List 8 
List 9 



Score . 

List 10 _ 

List 11 _ 

List 12 _ 

List 13 _ 

List 14 _ 

List 15 _ 

Mstl6 _ 

List 17 _ 

Raw Score: 
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AtiUMAiiC^ ULfAKlimiNl 
VOCABULARY AND READING 
PROGRESS SHEET 

Name: — Shift: Job: 

25 words/sentences 1: AORT 1: TABE Locator 1: 

25 words/sentences 2: AORT 2: TABE Locator 2: 

Job#! 1320 2331 1330 2353 1332 2210 2310 2450 1210 



Tow Motor/ Folder/ 

Cleaner Repair Service Ribbons Planner Tedi. D» Tech. Hemmer PJM» 



Vocabulary 

Defects 


41 




41 








— T 

41 












41 


"1 


41 




41 




General 


41 




41 








41 












41 




m 




41 




Malftmrtintif; 






.JIL- 




—i- 









—M 




— 11 









4t 




.Jl 




Pam 


* 
















41 








* 




m 




41 




Toflls 














41 




41 




* 




4t 




* 




-J! 
















































































Reading Skills 
Fonns: 

P dailv reoort 






































T. Motor Ol List 






































Hem* Dly* Pto* Rep* 






































Daily Main, CL 






















• 




* 












Memo/Notes 






• 




• 








• 




41 




• 


















































CO*Caid 






m 








• 




• 












• 








Ribbons Report 






* 
























• 








Sew Route 










• 








• 




















Ticket for Roll 










• 




• 




• 












• 


















m 




















♦ 








Requis*SIip 






m 




* 




m 




m 








• 




• 








Repair Report 










m 




























Weekly Main* CL. 


























• 












RjlderDly* Prod Rep* 














m 
























Quality report 
Journal Entries 






m 








m 
m 




m 




• 




• 












Tow Motor Book 










m 




























Rerun Request 










m 








m 

































































































Anna O. Baldwin, Pitiject Director (Oconee County Adult Education) 



WestPoint Pepperell, Inc* 
Fatmcation Plant 
Cherry Road Extension 
Clemson, SC2963M800 



MATH 
PROGRESS SHEET 

Name: Job:_ Shift: 

Math WS. 1: TABE Locator 1: 

MathWS.2: TAEE Locator 2: 



Job#: 1320 2331 1330 2353 1332 2210 2310 2450 1210 

Folder/ 

Cleaner Repair Serrice Ribbons Planner Tccfa. D.Tech, Hemmer ?M. 



Estimation 
How to??? 


* 




m 




* 








m 




m 




* 




m 






• 


Pay Check 


* 




m 




* 












m 




* 




m 








Adjustments 






















m 




♦ 




m 




* 




Measurement 

iaPC iVlCaoUXC 






♦ 
















♦ 
















F12U OuCCl 






♦ 
































KOli 01 i«rlOul 






























* 








Tolerarice 






































ivicuiv Measures 


























w 




♦ 




4i 


















m 




















4i 




Reading Scales 


W 




































Operations 
Counting 


m 




m 








m 




* 




m 




m 








• 




Adding 


m 




m 




« 




m 












m 












Subtracting' 


m 




m 




m 




m 




♦ 








m 




* 




* 




Muitipling 


^ 




m 




m 




m 








* 




m 












dividing 


m 




m 




m 




m 




• 




* 




m 




* 








Fractions 






41 




0 












w 












* 






♦ 




w 








4i 








41 




m 




« 




. * 




Peicents 














0 
























Calculators 






4i 








w 
























Quality 

SampMn^ 














m 
























Probability 














m 
















* 








Computer SkQIs 
Data Entry 














m 




m 








m 












DBase Knowledge 


















m 




















DOS 






































Lotus 123 






































DBase 






































Word Perfect 
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AU 1 UMA 1 ICa UbJ^AK i miN 1 
COMMUNICATION AND PROBLEM SOLVING 
PROGRESS SHEET 



Name: 



Job: 



Shift:. 



ConununicatioivProblem Solving 1: 
Communicadon/Probleni Solving 2: 



Job#: 1320 



2332 



1330 2353 
Tow Motor/ Folder/ 



1332 



2210 



2310 2450 



1210 



Wrk. Place Comm. 
Listening 


m 




m 




m 




m 




m 




m 




m 




m 




m 




Speaking: 


m 




m 




m 




m 




m 




m 




m 




m 




m 




Writing: 
PJvL dafly report 


































m 




T. Motor Ck. List 










m 




























Hem. Dly. Pro. Rep. 






























m 








Daily MaiiuCL 






















m 




m 












Memo/Noies 


m 




m 




m 




m 




m 




m 




m 




m 




m 




Repair Prod Report 






m 
































CO. Card 






m 




m 




m 




m 












m 








Ribbons Report 






m 








m 
















m 








SewRoote 










m 








m 




















Ticket for Roll 










m 




m 




m 












m 








Cutting Order 






m 




m 




m 




m 












m 








Requis. Slip 






m 




m 




m 




m 




m 




m 




m 




m 




Repair Report 










m 




























Weekly Main. GL 






















m 




m 


















































Quality report 














m 
























Journal Entries 


m 




m 




m 




m 




m 




m 




m 




m 




m 




Tow Motor Book 










m 




























Kenin Request 










m 








m 




















Problem Solving 
On-die-Job 


m 




m 




m 




m 




m 




m 




m 




m 




m 




Inteqpersonai 


m 




m 




m 




m 




m 




m 




m 




m 




m 




Managing Stress 






































Techniques 


m 








m 




m 




m 




m 




m 




m 




m 
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AUTOMATICS CLASSES CURRICULUM 



Week1 (9/16-18) 

Introduction To Class: job discussion, purpose of class, description 
Mac Tour: individual review of the Macintosh computer 
"Welcome" Sign: using Mac skills to make a sign of welcome to class 
25 Word Pretest: writing sentences with 25 randomly chosen auto words 

^afilL2.(9/23-25) 

AORT Pretest: reading orally 170 auto words 

TABE Pretest: taking the vocabulary and math portion of the TABE 

Vocabulary Introduction: discussion of vocabulary uses at work 

discussion of how to use the vocabulary computer program 
Vocabulary Program: self-directed computer program reviewing auto words 

MtefltLi (9/30 -10/2) 
Vocabulary Program: continued 

Vocabulary Activity: identifying auto vocabulary words found in a version of The 

Three Bears" 

WfifiJl4_(10/7-9) 

Vocabulary Program: continued 

Sign Review: reading signs found in the plant and reviewing their meanings 
Form Review: reading forms used in the auto department and discussing the 
meanings and procedures of filling them out 

Week s (10/14-16) 

Mavis Beacon Typing: introduction to typing skills using the Mavis Beacon typing 

program 

Vocabulary Program: completed 
Week 6 (10/21 -23) 

Memos: discussing the uses of memos in the work place 
reviewing a memo and its parts 
group discussion and writing the text of a memo 
typing the memo 

Week 7 (10/28-30) 

Memo: continued and completed 

memos submitted to the proper parties 
Communication: introducing communication using Video 1A, "Communication in the 

Workplace: An Introduction" 
Discuss Module 1 : "Communication in the Workplace" 
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Week s (11/4-6) 

Communication: discussing selected lessons from "Communication Skills" #7, #4 
Completed Module 1 

Week 9 (11/11 - 13) 

Interpersonal Conflict: introducing Module 12 "Communicating to Solve Interpersonal 

Conflict- 
View Video 12: view and discuss the video, "Communicating to Solve fnterpersonal 

Conflict: An Introduction" 
Discuss Module 1 2 

Discuss Module 3, "Problem Solving Strategies," Lesson One Outline 

WfifitlQ. (11/18 -20) 
Conflict: complete discussion 
AORT: post test 
25 Word: post test 
TA6E: vocabulary post test 

Mayflower Demonstration: used a model of the Mayflower folder and sheets to 

discuss the different folds, process of folding, and fold 
programming process 

Math Review: reviewed basic math functions used in the auto department and 
covered on the math portion of the TABE 

Week 11 (11/25-27) 
TABE: Math post test 

Stress: presentation of stress management by Linda Fashanu of the Vocational 
Rehabilitation Center 

Class AssflSfiment 

Overall, the communication part of the class was the most motivating for most of 
the students. Students enjoyed being able to express opinions and experiences 
regarding work and life in general. 

The next most popular activity was the memo writing. Students enjoyed writing 
genuine suggestions. Some of the memos received written responses from the 
department head. This made quite an impression on the students. Also, learning that 
they can communicate with management and learning the proper procedure to do this 
was very rewarding. 

The vocabulary part of the class was characterized by computer program 
problems. This frustrated many students and contributed to the loss of some students. 
However, students enjoyed the Mac Tour and Mavis Beacon typing activities. 
The vocabulary computer activity would probably have been effective, also, had it 
worked. 

The Mayflower presentation was seen as very relative to work and, therefore, 



was very well received and effective. 



Because of when it was scheduled, the stress management presentation was 
poorly attended by the auto class . In my opinion, it should be offered earlier in the 
communication part of the class. Also, less time should be spent describing stress and 
more time dedicated to discussing actual stress management techniques. 

The math section of this class was not as beneficial as it was to the pillowcase 
class. Students had a greater mastery of math skills. However, students enjoyed 
learning about negative numbers and pre-algebra material. 

As with the pillowcase class, pretests and post tests were the least popular 
activities. The AORT, especially, was perceived as useless. 

Conclusion : I was disappointed by the large drop in the auto classes. This was 
caused mostly, I believe (after talking to students who had dropped), by the heavy work 
schedule placed on students (they were often working 6 days). However, I believe the 
classes were more organized and effective than were the pillowcase classes. The 
students who completed the class leamed more useful infomiation in a more effective 
manner than did the students of the pillowcase classes. 



o 1 
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REASONS FOR DROPPING AUTO CLASS 



1. Caring for sick parents (i.e. alternating care with a sibling). 

2. Student is enrolled in another class and finds taking two classes simuitaneousiy too 
demanding (i.e. GED, PALS, or computer class). 

3. Children are sick. 

4. Puts too much on spouse's responsibilities (i.e. spouse can't take care of children). 

5. Class was not what the student anticipated (i.e. student thought the class was 
teaching general vocabulary improvement). 

6. Student does not see the need to leam more about their department (i.e. "I've been 
working in this department for 15 years. What I don1 know by now, I don1 need"). 

7. Class is boring. 

8. Student transfers to another department. 

9. Student doesnl have time. 

1 0. Student is working two jobs and can't make it to class. 

11. Student has home problems (i.e. unwanted pregnancy, girifriend diagnosed with ill- 
ness, etc.). 

12. Student's friend drops class for some reason so student drops, also. ' I 

13. Student develops prolonged illness. 

14. Student is woridng a lot of overtime (6 days, 12 hours, etc.) and can't do anymore. 

15. Student rides with someone and can't make the class. 
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¥6 



FITTED SHEETS DEPARTMENT CLASS SCHEDULE 





Monday 




Wednesday 


1-13 


Introduction to class 
Job Description 
Mac Tour 


1-15 


Mac Tour 

25 Word Pretest 

Vocab Program 


1-20 


AORT/TABE 
Vocab . 


1-22 


Vocab Program 


1-27 


Vocab Fun 
Forms, Signs 
Vocab Program 


1-29 


Memo Writing (opt 


2-3 


(Memo) 

Intro to Communication 


2-5 


Communication 
(vocab) 


2-10 


Communication 
(vocab) 


2-12 


Communication 


2-17 


Communication 
(math) 


2-19 


Communication 
(math) 


2-24 


Problem Solving (opt.) 
Math 


2-26 


Sampling Class 
(math) 


3-2 


Guest Speaker 

(math) 

(25 wd post) 


3-4 


Post Tests 
TABE/AORT 
(you're finished!) 
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Name: 



Date: 



LISLI 
L and 
Z bin 
3. get 
4* hem 
5- jog 
6* lot 
7. nap 
8- off 
9. red 
10- run 


Lisa 

L box 

2. cam 

3. cut 

4. lay 

5- oil 

6- out 

7. raw 

8. tabs 

9. too 

10. tow 


L belt 
Z board 

3. bulk 

4. card 

5. doff 

6. ears 

7. ends 

8. eye 

9. face 
la feed 


USLA 

1. flag 

2. flat 
3* fold 
^- foot 

5. hand 

6. head 

7. hold 
8« knob 
9- much 
10. order 


1. pack 

2. paper 

3. ply 

4. rods 

5. roU 

6. rush 

7. seam 

8. shop 

9. side 
10 snips 


List 6 

L tape 

2. bands 

3. bias 

4. blade 

5. brake 

6. break 

7. brush 
8- buggy 

9. cloth 

10. creel 


lasLZ 

L edge 

2. fixer 

3. fomis 
4« guard 

5. guide 

6. knee 

7. knife 

8. label 

9. marked 

10. motor 


Lists 

L number 

2. pedal 

3. plate 

4. pleat 

5. press 
6; print 

7. scray 

8. sheet 

9. stand 

10. table 


USL2 

1. wheel 

2. wrist 

3. align 

4. aside 

5. blocks 

6. button 

7. clutch 

8. comer 

9. count 

10. defea 


List 10 

1. eyes 
Z finish 
3- folder 

4. gauge 

5. hemmer 

6. looper 
/• musnn 

8. partner 

9. pickup 

10. repairs 


L«t 11 

L report 

2. reverse 

3. spread 

4. stitch 

5. stretch 
' 6* tension 

7. thread 

8. ticket 

9. wrench 

10. boards 


Li!Rt 12 

1. broken 1 

2. cutter 

3. dispenser 

4. divider 

5. inspea 

6. lycra 

7. Monfort 

8. needle 

9. parking 

10. pattern 


List LI 
L regular 

2. returned 

3. skipped 

4. support 

5. T-square 

6. textured 

7. cardboard 
8« control 

9. cutting 

10. downtime 


List 14 

1. Eastman 

2. finished 

3. flannel 

4. overlook 

5. percale 

6. punchers 

7. railroad 

8. release 

9. selvage 

10. servicer 


List 1^ 

L special 

2. standard 

3. sdtches 
4 threader 

5. auditor 

6. computer 

7. comerins 

8. flagging 

9. operation 

10. operator 


1. papers 

2. planning 

3. pressure 

4. skipping 
5* spreading 

6. stiffener 

7. trimmings 

8. trucking 

9. tweezers 

10. attachment 




Ufit 17 
L completed 

2. production 

3. quality 

4. separator 

5. waterhouse 

6. calibrated 

7. electronic 

8. requisition 

9. directional 

10. palletainer 




Listl List 10 
List2 list 11 
List 3 List 12 
list 4 T,istl3 
List 5 list 14 
List 6 I ist 15 
List 7 List 16 
Lists TKtl7 
List9 

Raw Score: 
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Name: 

25 words/sentences 1:. 
25 words/sentences 2:. 



FITTED SHEET DEPARTMENT 
VOCABULARY AND READING 
PROGRESS SHEET 

Shift: Job:_ 

TABE Locator 1: 



F-SORT 1: 
F-S0RT2: 



Job#: 1320 



TABE Locator 2:. 

3451 1332 



1343 1330 3451 1332 1212 1451 
Lift Truck Auto. 
(Tow Motor)Servfcer laspect/ Planning Equip. Pattern 



2451 1210 
Bind 

Bottom Fab. 



Vocabulary 
Defects 






41 








































































* 




* 




* 




4r 
























Parts 


























* 




* 








Took 






















* 




* 




* 




















































































Reading Skills 






















• 
















T. Motor rv List 
































































• 












Dfiilv Sonifnarv ^he^ 






















• 
















Memo/Notes 


* 




• 








* 












• 












Renin Reauest 






































CO. Card 














• 




• 








• 












Defects Report 














• 
























Rii«h OrriM- 


















• 




















Ticket for Roll 






• 




• 








• 








• 












Cutting Oder 














• 












• 












Requis. Slip 






































Repairs Report 














* 
























Mach.DT Report 


































• 




Daily Waste Report 
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Name: 

MathWS. 1:_ 
Math WS. 2:_ 
Job#: 



FITTED SHEET DEFAK TMEN 1 
MATH 
PROGRESS SHEET 

Job: Shift:. 



TABE Locator 1: 

TABE Locator 2: 

1320 1343 1330 
Lift Truck 



3451 



1332 



1212 
Auto. 

(Tow Motor) Servicer Inspect/ Piannioig Equip. 
Cleaner Operator Recorder Fold Coord. Tech. 



1451 2451 1210 
Bind 

Pattern Bottom Fab. 

Cutter Fitt. Hem. Fixer 



Estimation 

How to??? 






















m 








m 




m 




Pay Check 














m 




m 




m 












m 




Adjusmicnts 

MAgjCii rpfnpn t 

Taoc Measure 














m 




m 




m 












m 




Fitted Sheet 














m 












* 












Readine Scales 










* 




























Operations 
Counting 


• 




• 




• 




m 




* 




* 




• 




• 




m 




Aufling 






* 








m 












—2— 












^ VI KtT!l tl 4T 

ouuuacung 














m 
























Muitipling 


• 




• 




• 




« 




• 




* 




• 




• 




• 




Dividing 














* 
























Fractions 














« 




« 




* 




m 












uecimais 














* 
























Percents 














* 








• 
















Calculators 














* 




• 












m 








Quality 

Samnlinc 






































Probability 






































Computer Skills 






































Data Entry 






































DBase Knowledge 







































ERIC 



145 



Name:. 



FITTED SHEET DEPARTMENT 
COMMUl^CATION AND PROBLEM SOLVING 

PROGRESS SHEET 

Job: Shift: 



Communication/Probiem Solving 1:. 
Communication/Problem Solving 2:. 



Job#: 



1320 1343 1330 
Liift Truck 
(TowMotor)S«rvicer 



3451 
Inspect/ 
Fold 



1332 

Planning 
Coord. 



1212 
Auto. 
Equip. 



1451 

Pattern 
Cutter 



2451 

Bind 

Bottom 



1210 
Fab. 



Wriu Place Comm^ 
Listening 


0 




0 




0 




0 




* 








m 




0 




• 




5?pealnng 






0 








0 




* 












0 




• 




Writing: 
RVLCheckUsts 








• 














0 












• 




T. Motor Ck. List 






0 
































Daily Prod RcDOit 














0 












« 




m 






























0 
















Memo/Notes 






0 








0 




0 




m 




0 




m 




• 




Renm Request 


















m 




















CO. Card 










m 




m 




0 








m 




m 






















m 










































m 


























m 




m 








m 








m 












Cnttinf Order 






m 




m 




m 




* 








m 




m 








Reams. Slix) 


















• 


































m 
















m 








MacluDT Report 






























m 




• 




Daily Waste Repoct 










m 




























Tow Motor Bock 






m 












































































































Problem Solving 






































On-the-job 






m 




m 




m 




• 








m 








• 




[nterpeisonal 
Managing Stress 






m 




m 




m 




• 




m 




m 








• 




Techniques 






m 




m 




m 




• 




m 




m 




• 




• 
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FITTED CLASSES CURRICULUM 

WfifilSl(1/13-15) 

Introduction To Class: job discussion, purpose of class, description 
Mac Tour: individual review of the Macintosh computer 
25 Word Pretest: writing sentences with 25 randomly chosen fitted words 
Paragraph: writing a paragraph describing one skill used in student's job 
Vocabulary Introduction: discussion of vocabulary uses at wori< 

discussion of how to use the vocabulary computer program 

Week 2 (1/20 -P9) 

FSORT Pretest: reading 170 fitted sheets words orally 
TABE Math Pretest: math part of TABE 

Vocabulary Program: self-directed computer program reviewing fitted sheets words 

Wafik2(i/27-29) 

Vocabulary Program: continued 

Math TABE: go over the test results 

Begin Math Review: basic math skills reviewed 

Vocabulary Activity: word search of 32 fitted words 

VyQfik4(2/3-5) 
Math: review continued 
Vocabulary Program: continued 

Tax Seminar: seminar on how to do your own income taxes (EZ & 1040A forms) led 
by Terry Ray. 

Hemmer Pay Sheet: using math skills to wori< out a hemmer's pcy 
Sampling Class: discussion on how auditors check work and how percentages are 
used 

Math TABE: post test 

Files: reviev/ contents of employees departmental class files 

^(fifikS(2/10- 12) 
Vocabulary Program: continued 

Communication: introducing communication using Video 1A, "Communication in the 

Workplace: An Introduction- 
Discuss Module 1 : "Communication in the Wori<place" 
Communication: complete and discuss a communications review sheet 



147 



Wfifllifi(2/17- 19) 

Vocabulary Program: continued 

Listening: discuss "Listening in the Workplace" module 

Listening: complete and discuss a listening review sheet 

Interpersonal Conflict: introduce Module 12, "Communicating to Solve Interpersonal 

Conflict" 

View Video 12: view and discuss the video "Communicating to Solve Interpersonal 
Conflict: An Introduction" 

WfifiliZ(2/24-26) 

Interpersonal Conflict: complete Module 12 discussion 
Discuss Module 3: discuss "Problem Solving Strategies" outline 
Resolving Conflict: complete and discuss a Resolving Conflict review sheet 
Vocabulary Program: continued 

Money Seminar: seminar with Marie Ray covering budgeting, insurance, and 
Retirement plans (IRA's) 

Wfifika(3/2-4) 
25 Word: post test 
FSORT: post test 

Forms and Signs: (opt.) review forms and signs found in the department 
Vocabulary Program: (opt.) continued and completed 

Class Assessment 

Of the departmental classes we have taught. Fitted Sheets has been the most 
effective. Approximately 36 of the original 43 students who began, completed the 
program. The Vocabulary program on the computer worked exceptionally well. The 
reading comprehension section is promising according to students who experimented 
with it. 

Teaching the Math part of the class as a separate section was successful. 
Students enjoyed Anna's presentations and discussions. More time was spent on 
math than in previous classes. Even so, some students expressed a desire for more 
math class time. 

The Communication portion of the class was very well received. Because of 
unforeseen rotation of shifts. Communication was shortened for all classes. However, 
even with the abbreviated version of Communication, students enjoyed the class 
discussions and leamed new skills from the modules. In addition to the usual class 
discussions, a review of each of the three modules was incorporated. This proved to 
be an effective summary for the topics. It helped students to focus on the most 
important information presented. 

Suggestions: Students suggested more time for the Math section. They also 
recommended beginning the class with Communication, even if it is interspersed with 
the Vocabulary program. 
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Conclusion: From the teacher's point of view, this was the most organized, 
effective, and enjoyable departmental class. The computer programs worked as 
designed, with minimal problems. Devoting entire class periods to math, as opposed 
to combining math with Communication, is an excellent Idea. It allows students more 
time to concentrate on math. Because of the large class sizes, to classes were divided 
Into two groups. One teacher taught math concepts as the other worked with students 
on the Vocabulary program. Students tended to bond within their groups, aMowIng for 
some lively discussion and Interaction! 

Communication was better organized and focused due. In part, to my past 
experiences with the material and the review sheets. Students seemed to enjoy 
having an assessment activity that was Immediately "scored" In class. 

I was pleased with the commitment of the students. Several classes had perfect 
attendance. Even though the classes were shortened from 1 1 to 8 weeks, I feel that 
Fitted Sheets Departmental Class was an effective and rewarding experience for the 
employees. 



® 1 /i ( > 
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SPECIAL SEW DEPARTMENTAL CLASS SCHEDULE 



Monday 

3-9 Introduction to class 
Job Description 
Mac Tour 

3-16 AORT/TABE 
Vocab 

3-23 Vocab Fun 
Forms. Signs 
Vocab Program 

3- 30 (Memo) 

Intro to Communication 

4- 6 Communication 

(vocab) 

4-13 Communication 
(math) 

4-20 Problem Solving (opt,) 
Math 

4-27 Guest Speaker 
(math) 
(25 wd post) 



Wednesday 

3-11 Mac Tour 

25 Word Pretest 
Vocab Program 

3-18 Vocab Program 
3-25 Memo Writing (opt.) 



4-1 Communication 
(vocab) 

4-8 Communication 



4-15 Communication 
(math) 

4-22 Sampling Class 
(math) 

4-29 Post Tests 
TABE/AORT 
(yOu're finished!) 



•The above schedule is very subject tc change as determined by class needs 
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special Sew Oral Reading Test (S-SORT) 
Name: Date: 



L hem 
lot 
run 
tab 



5. top 

6* bin 

?• pad 

8* air 

9. cut 

10. lay 



List 2 

L oil 

2. raw 

3. sew 

4. tops 

5. tow 

6. off 

7. rods 

8. bags 

9. bars 

10. belt 



List 6 " 

L piper 

2. crib 

3. edge 

4. guard 

5. knee 

6. label 

7. lace 

8. number 

9. pedal 

10. plate 



List 7 

L press 

2. sheet 

3. table 

4. wheel 

5. blend 

6. eye 

7. stand 

8. face 

9. count 

10. creel 



List 11 

1. muslin 

2. marked 

3. boards 

4. defect 

5. tension 

6. buggy 

7. binding 

8. cutter 

9. dispenser 

10. double 



List 12 

1. driver 

2. Ersted 

3. fingers 

4. manual 

5. needle 

6. plastic 

7. ribbon 

8. ruffle 

9. scallop 

10. stacker 



List 3 

1. blend 

2. eye 

3. bite 

4. bulk 

5. doff 
6^ feed 

7. flat 

8. foot 

9. hook 

10. Ught 



Lists 

L cloth 

2. motor 

3. pleat 

4. print 

5. align 

6. aside 

7. bobbin 

8. bundle 

9. clutch 

10. eyelets 



List 13 
L skipped 

2. turner 

3. temple 

4. tender 

5. zipper 

6. border 

7. button 

8. crooked 
9^ folding 
10. parking 



List 16 
L grinning 

2. operator 

3. servicer 

4. trucking 

5. pressure 

6. production 

7. quality 

8. waterhouse 

9. separator 

10. conveyor 



1. 


List 17 . 

electromc 


2. embellishment 


3. 


embroider 


4. 


inventory 


5. 


requisition 


6. 


attachment 


7. 


palletainer 


8. 


directional 


9. 


conventional 


10. 


electricity 



List 4 

1. order 

2. ply 

3. rail 

4. rates 

5. rerun 

6. roll 

7. rush 

8. seam 

9. shop 

10. snips 



IisL2 

L finish 

2. gauge 

3. hemmer 

4. hopper 

5. inserts 

6. looper 

7. merit) 

8. pockets 

9. reverse 

10. fitted 



List 14 

1. piping 

2. repairs 

3. downtime 

4. fiaimel 

5. overlook 

6. platform 

7. railroad 

8. selvage 

9. shuttle 

10. threader 





Lists 


1. 


tape 


2. 


trim 


3. 


unit 


4. 


card 


5 


baby 


6. 


bias 


7. 


break 


8. 


brush 


9. 


case 


10 


cord 



List 10 

1. guides 

2. small 

3. stroke 

4. switch 

5. winder 

6. sensor 

7. spread 

8. stitch 

9. thread 

10. ticket 



List 15 

1. watcrbed 

2. cutting 

3. percale 

4. standard 

5. hazardous 

6. hemstitch 

7. rewinder 

8. tweezers 

9. auditor 

10. flagging 



List 1. 
List 2 
Lists. 
List 4 
Lists. 
List 6. 
List? 
Lists 
List 9 



Score 

List 10 _ 

List 11 _ 

List 12 _ 

List 13 _ 

List 14 _ 

List 15 _ 

List 16 _ 

List 17 _ 

Raw Score: 
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Martha P. Pitts, Cuniculum Director (Oconee Adult Education) 
WestPoint Peppcrcll, Inc. 
Fabrication Plant 
Cherry Road Extension 
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SPECUL SEW DEPARTMENT 
VOCABULARY AND READING 
PROGRESS SHEET 

Name: Shift: Job: 

25 words/scntcnccs 1: S-SORT 1: 

25 words/sentences 2: S-SORT 2: 



Job* 1321 1337 1330 1333 1334 1335 1339 2359 &2451 1210 



Liift Truck Servicer- Servicer Servicer- 

Opentor/ Fab (Tab Servicer Recorder F«b Servicer- Hem Sheets Fab. 

Qeaner Checker Dist) Recorder (Take Away) (Tnidter) Rework and P.C Fixer 



Vocabulary 
Defects 


m 








* 




* 




* 




















General 


m 








m 




* 


























* 




* 








* 








* 




* 




* 




* 




Parts 


* 




♦ 




* 




* 








* 




* 




* 




* 




Took 














* 




* 








* 












Reading Skills 
Fonns: 

PM. Checklist 






































T. Motor Ck. List 






































DailvProd. Reoort 














« 




« 








« 




« 








row Motor Book 






♦ 
































Memo/Notes 






♦ 
















« 




* 


















































::.o.cani 










♦ 








« 




« 




« 












Defects Reoort 














* 


































♦ 




























Ticket for Roll 


























« 












'^iitrififf Order 














« 












♦ 












^equis. Slip 






































<eDairs Reoort 














« 
























Dff-Quality Report 


















« 




















^cmnCard 






































^oor Count 






































Vaterbed Schedule 






































lehandle Schedule 






« 






























imergency Pull List 






































Yod Control Card 


















* 
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BEST COPY AVAyBLE 



Name: ^ 

25 words/sentences 1:, 
25 words/sentences 2:. 



VOCABULARY AND READING 
PROGRESS SHEET 

. Shift: Job: 



S-SORT 1:, 
S-S0RT2: 



Job#: 



2453 3359 & 3451 3453 2459 

Inspect/Fold Inspect/Fold I>ual 
Sheets witii Wacerbed Head- 
Trims 



Hem 

Waterbed 
Sheets 



Vocabulary 

Defects 










* 








aencrai 


* 








m 








vlalfiinctions 


* 








— i. 




* 




>am 


* 








* 




* 




Cools 














* 




leading Skills 
onns: 

.M. Oicckiists 


















. Motor List 


















ailvPnxL Renort 


m 












« 




ow Motor Book 


















(emo/Notes 


m 




• 








« 






















.acaid 


• 




• 








« 




sfects Rcoon 


















2shAJst 


















cket for Roll 


















*^ng Order 


















is«Slip 


















irs RcDort 


















Quality Report 


















iCazd 


















Count 


















aterbed Schedule 


















^handle Schedule 


















lergency Pull List 


















xL Control Card 
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BEST COPY AVAILABLE 



Name: 

MathWS. 1:_ 
MathWS.2:_ 
Job#: 



SPECIAL SEW DEPARTMENT 
MATH 
PROGRESS SHEET 
Job: Shift: 



2. 



TABE Locator 1:. 
TABE Locator 2:_ 



1321 1336 

Liift Truck 

Operator/ 

Cleaner Checker 



1330 1333 

Servfcer- 

Fab(Tab Servicer 



1334 

Scrrker 

Recorder 



1335 

Servicer- 

Fab 



1339 2359 &2451 1210 



Servicer- Hem Sheets Fab. 



EstimatitHi 
How to??? 


• 




• 




• 




• 








• 




• 




• 




• 




Pay Check 






• 




• 




• 




• 












• 




• 




TaDC Me^uic 






































Reading Scales 


* 




































Operations 

Counting 






• 




* 




• 




• 




• 




♦ 




* 






































m 








Subtracting 


• 




• 




• 




• 




• 




• 




• 




m 




• 




^uldpling 
Jividine 






























m 








fractions 






































jecimais 


• 




• 












• 




• 




• 








• 




'crccnts 










• 




• 
























Siculators 






































Quality 

Jamoline 






































^bability 






























* 








Computer Skills 
)ata Entry 










* 




* 








* 




* 












)Basc Knowledge 










* 




m 








* 




* 
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Name: 

Math WS. 1: 
MathWS. 2: 



Job*: 



TABE Locawr 1: 
TABE Locator 2: 



MATH 
PROGRESS SHEET 
Job: Shift: 



2453 3359 & 3451 3453 2459 
Hem iBspcct/Foid iBspwt/Fold DuU 

W«tertMd Sheets with Waterbed Head- 



Estimation 


• 




• 




m 




m 




Pay Check 


• 




• 




m 




m 




Measurement 
TaDe Measure 






• 




m 




m 


i. 


Reading Scales 


















Operations 

Counting 






• 




* 




m 




Adding 






• 








m 




oUDnacting 






• 








m 




Multipling 






• 




• 




m 




Dividing 


• 




• 








m 




Fractions 






• 








m 




Decimals 


• 




• 








• 




Pcrcents 






• 








• 




Calculators 


• 




• 








• 




Quality 














• 




Probability 

Computer Skills 
Data Entry 






m 








• 




DBase Knowledge 
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SPECIAL SEW DEPARTMENT 
COMMUNICATION AND PROBLEM SOLVING 
PROGRESS SHEET 
Name: Job: Shift: 

Communication/Problem Solving 1: 

Communication/Problem Solving 2: 

Job* 1321 1337 1330 1333 1334 1335 1339 2359 &2451 1210 

Liift Truck S«nic«r- Servicer Servicer* 



Operator/ Fab (Tab Servicer Recorder Fab Servicer- Hem Sheets pab. 
Checker Dist) (Take Away) (Trucker) Rework mdP.C pixer 



vYrK* i^iace v^oni n. 


* 




* 
























4 














































vv Flung. 
P.M CSiecklists 












































































Daily Prod. Report 






























m 








Daily Summary Sheet 














* 
























Memo/Notes 


m 




* 








* 
























Renin Recuest 






































CO.Caxd 










m 




























Defects Report 






































Rush List 










m 




























Ticket fnr Roll 






* 
































Zuttinc Order 






m 
































^eauis. Slip 










• 




























Repairs Report 






































Tow Motor Book 






m 
























































































































































































Problem Solving 






































m-the-Job 


* 




m 




















* 












iterpersonai 

4 anaging Stress 


* 




■ m 




















* 




• 








echniques 


* 











































































15G 



Name: 



COMMUNICATION AND PROBLEM SOLVING 
PROGRESS SHEET 



Job: 



Shift:. 



Conununicadon/Problem Solving 1: 
Communication/Problem Solving 2: 



Job#: 



2453 3359 & 3451 3453 2459 
Hem InspectnPold Inspect'Fold Dual 

Wat«rbed Sheets with Waterbed Head- 
Sheets Trims Sheets Sew Op. 



Wrk. Place Comm. 

listening 


m 




* 




« 




« 




Speaking 


m 




* 








« 




vVridng: 
















.... 


'^Checklists 


















r. Motor Ci. List 


















)aily PkxL Report 


m 




* 




* 




* 




Summary Sheet 


















4emo/Notes 


m 




* 




* 




* 




cemn Request 


















:,0,Canl 


















>efectsRepoit 


















lush List 


















Icket for Roll 


















Cutting Order 














- 




lequis. Slip 


















lepaiis Report 






* 




* 








'ow Motor Book 


















*robtem Solving 


















m-ttie-JOD 


m 




* 




* 




* 




iterpersonal 


m 




* 








* 




Managing Stress 


















ectiniques 


m 




* 








* 
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BEST COPY AVAILABLE 



94 Tl* " 



SPECIAL SEW CLASS CURRICULUM 

Week 1 (3/9-11^ 

introduction to class: job discussion, purpose of class, description of job 

Mac Tour: individual review of the Macintosh computer 

"Welcome" Sign: using Print Shop and mouse skills to make a sign 

25 Word Pretest: writing sentences with 25 randomly chosen special sew words 

Vocabulary Introduction: discussion on vocabulary uses at wort< 

dfscusslon on how to use the vocabulary computer program 
Vocabulary Program: self-directed computer program reviewing special sew words 

Week 2 (3/16 -18^ 

S-SORT Pretest: reading orally 130 s.s. words 
TABE Pretest: taking the math portion of the predictor TABE 
Vocabulary Program: continued 
Math: review basic math functions (-,+,x,r); 
Fractions (-,+,x,-*^ 

Week 3 ^3/23 - 25^ 

Vocabulary Fun: using a special sew cross word to discuss the pronundation, 

spelling, and meaning of 32 commonly missed-used s. s. words 
Math: discussion on wori<lng with decimals (-,+pc,-r.) 

discussion of I.E's converting time into decimals to practice working with 

decimals and fractions in conversion problems 
discussion of negative numbers using checkbook situations 
discussion of squaring and finding the square root of numbers 
Vocab Program: continued 

Week 4 (3/30 -4/1^ 

Math Post Test: review math questions 
give math part of TABE 
Communication: introducing communication in the woriqalace using Video 1A, 
"Communication in the Wori<place: An Introduction" 
discuss information in the "Communication in the Wori<place" module 
Vocabulary Program: continued 

Week 5 f4/6 - 8^ 

Communication: complete "Wort^place" module discussion 
Vocabulary Program: continued 
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Week s (4/13 . 15) 

Communication: Use of McVey's test module on cross training: selected students 

teach class how to do a certain job 
video students' presentations 

class discussion on video-taped presentations and usefulness of 
co-worker cross training classes 

Communication: review "Listening in the Workplace" module 

introduce "Communication to Solve Interpersonal Conflict" module 
view Video 12A, "Communication to Solve Interpersonal Conflict: An 

Introduction" 
discuss video 

Week 7 (4/20 - 22) 
Easter Break 

Communication: complete "Conflict" module discussion 

Week 8 (4/27 -29) 
S-SORT: post test 
25 Word: post test 

Retirement Benefits Seminar: presentation of retirement benefits by Jody Gaulin 



Class Assessment 

Because of its employees' high degree of experience, special sew is a unique 
department. The average working experience of S.S. wortcers is 25 yrs. These 
students were very knowledgeable about the many different jobs in their department. 

I was impressed by the students' attitude about the class. Out of 1 6 women to 
begin the class, 14 completed the course and 13 had perfect attendance. The', arrived 
to class early and tended to leave late. In other words, the students took their ' 
commitment to attend very seriously. 

The students seemed to enjoy the class. However, woridng on the computers 
proved to be frustrating for several of them. I believe this was due to typing 
frustrations. If more than one word is misspelled on the fifth activity, the student cannot 
proceed to the next lesson. This is pretty aggravating - knowing the meaning of a word 
but not being able to prove it to the computer because you hit the wrong key! 

The surprise of the class was the cross training activity. Students enjoyed being 
taught by a cowori<er. One student/teacher, in particular, prepared an extremely 
impressive presentation on sewing watertwd. I video taped the presentations so that 
the class could review them and offer suggestions and critiques. Perh'ips this activity 
should be included in other classes. 

Jody Gaulin's presentation on retirement benefits was well-received. The 
students were given a very detailed view of ways the company offers for them to 
prepare for retirement. This presentation is a must for classes. 
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PUT-UP CLASSES CURRICULUM 

WfifiE 1(5/4 -5/6) 

Introduction To Class: job discussion, purpose of class, description 
Mac Tour: individual review of the Madntosh computer 
25 Word Pretest: writing sentences with 25 randomly chosen fitted words 
Vocabulary Introduction: discussion of vocabulary uses at work 

discussion of how to use the vocabulary computer program 

WfifiK2(5/11 -5/13) 

PUORT Pretest: reading about 170 put-up department words orally 
TABEMath: math part of TABE predictor test 

Vocabulary Program: self-directed computer program reviewing fitted sheets words 

Wfifils2(5/18-5/20) 

Math TABE: go over the test results 

Begin Math Review: basic math skills review 

Vocabulary Program: continued 

WfifllSl (5/25 -5/27) 
Memorial Day Holiday 
Math: discussion continued 
Math TABE: post test 

Budgeting: presentation by Jeanette Wood on budgeting 
Vocabulary Program: continued 

Week s (6/1 - 6/3) 

Intro to Communication: The Animal in You: do the personality survey and "animal" 

discussion of Lion, Beaver, Otter, and Golden Retriever as 
presented in the book. The Two Sides of Love, by Gary 
Smalley & John Trent 

Animal In You: complete and discuss the "Animal in You" review sheet 

U2fiSk£(6/3-6/5) 

Communication: discuss the "Listening in the Wort<place" module 
complete and discuss a "Listening" review sheet 
Vocabulary Program: continued 

^aaKZ (6/15 -6/16) 

Communication: discuss Module 12, "Communicating to Solve interpersonal Conflict" 
view and discuss video, "Communicating to Solve Interpersonal 
Conflict: An Introduction" 
Problem Solving Outline: discuss the Module 3 "Problem Solving Strategies" outline 
Conflict Resolution: complete and discuss a "Resolving Conflict" review sheet 
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Vtefika (6/22 • 6/24) ....„-ad screen on Macintosh to simulate new 

^K^r Simutelion: "^..^/'^^.t^^'^puters on put-up Imes 

. , „,^„««on by Keiiey Teny o. company retirement 
ReS^mem Beneffls Semmar: P;^^'"^^ insurance benefits 

cma AaaOTamen i Asotnow itiooieas 

•up eVen^^s a grea^dealof W^^^ ^ !^^j1„"Stfd^». As an 

adult education teacher, i « ^ many things. , , yqu." was the 

if r Students enioyed learning a^"! ^"^"^5^^^ discussion. 

'r2?r«Sw^themtoe^^ 
departmental classes wiH translate into 
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Name: 

25 words/sentences 1:. 
25 words/sentences 2:. 



PUT-UP DEPARTMENT 
VOCABULARY AND READING 

PROGRESS SHEET 

Shift; Job: 



S-SORT 1:_ 
S-S0RT2: 



Job#: 



2452 2453 1207 1208 
AMSCO AMSCO Section 
Operator Operator Leader Mechanic 



1220 1304 1306 1336 1319 
Data Data Service 
Entry Entry Reconler Planning 



Vocabulary 

Defects 


* 








* 
















* 




* 




* 




General 
Malfunctions 






w 
















■ ♦ 
















Parts 


* 
* 








* 

* 




* 
* 








* 




— * 
* 




* 




* 
* 




Tools 














* 




* 








* 




* 




* 




Reading Skills 

Forms: 

PJ^Ch(5CldiSte 














* 
























T. Motor Ol List 
DailvProd. Reuort 






















♦ 
















Stencil 


* 








• 












♦ 




• 
♦ 




• 




• 




Memo/Notes 


• 




♦ 




♦ 




* 




• 




• 




♦ 




• 




• 




J-BnaH 


• 




• 




♦ 
















• 




• 




• 




CO. Card 






• 




• 












♦ 




♦ 




• 




• 




UPC Label 


* 




• 




♦ 
• 












♦ 




♦ 




• 




• 




Tip-Hnc 

StvleCodeFonn 


— — 




















♦ 




♦ 




• 




• 




Ctittinc Order 










• 




























Requis. Slip 






































Z-Tickcts 


































• 




Off-Ouality Report 






























• 








System 36 Forms 






















• 




* 












Close Out List 






















• 




* 












Rehandle Schedule 


































• 




Linked Shrink Schedule 


































* 




Emergency Pull List 






































Prod. Control Card 






















• 
















Q-Tickcts 


































* 




On-Linc Pick List Fonn 







































Name: 

25 woids/scntcnccs 1:. 
25 woids/sentenccs 2:. 



PUT-UP DEPARTMENT 
VOCABULARY AND READING 
PROGRESS SHEET 

Shift: Job: 



S-SORT 1:^ 
S-S0RT2: 



Job#: 



Vocabulary 

Defects 



1356 1358 

Packer Packer 

Shanklin Shanklin 

(sets) (r tttai 



2326 1334 
Service 

Recorder Servicer 
flavttp) trucker) 



1359 1354 1357 

Bag Pack Bag Pack 

Operator Packer Operator 

(misc,) AMSCO) (v-bag/vertrod) 



General 



Malfiinrrinng 



Pans 



iQfilS. 



Reading Skills 

Fomis: 

P.M. Checklists 



T. Motor Ck. List 



Daily Ptpd. Report 



Stencil 



Memo/Notes 



J-Board 
CO.Caid 



UPC Label 



Tii^Ons 



Style Code Form 



Cutting Order 



Requis, Slip 



Z-Tickets 



Off-Quality Report 



System 36 Forms 



Close Uut List 



Rehandle Schedule 



Linked Shrink Schedule 



Emergency Pull List 



Prod. Control Card 



Q-Tickets 



On-Line Pick List Form 
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Name: 

25 words/sentences 1:. 
25 words/sentences 2:. 



PUT-UP DEPARTMENT 
VOCABULARY AND READING 
PROGRESS SHEET 

Shift: Job: 



S-SORT 1:_ 
S.S0RT2: 



Job#: 



1356 
Packer 
Shanklin 



1358 

Packer 
Shanklin 



2326 1334 
Service 

Recorder Servicer 



1359 1354 
Bag Pack 
Operator Packer 



1357 

Bag Pack 
Operator 



Vocabulary 

Defects 


* 




















* 
















General 

Malfiinctions 










♦ 












♦ 
















Parts 














* 




* 

* 




♦ 
♦ 
















Took 






* 




» 




* 








♦ 
















Reading Skills 

Forms: 

P.M. Checklists 






































T.Mot<M*Ck.List 






































Daily Prod. Report 


* 
















* 








* 












Stencil 


* 




• 




• 




• 




• 




• 




♦ 












Memo/Notes 


* 




* 




• 




• 




• 




• 




• 












J.Board 


• 




• 




• 




* 




• 




• 




• 












CO. Card 


• 




• 




• 




• 




• 




• 




• 












UPC Label 


• 




• 




• 




• 




* 




• 




• 












TiD-Ons 


• 




• 




• 




♦ 




♦ 




• 




• 












Style Code Form 






















• 
















Cutting Older 


• 




• 




• 




























Requis. Slip 






































Z-Tickets 










• 




























Off-Quality Report 






































System 36 Forms 






































Llose Uut List 






































Rehandle Schedule 






































Linked Shrink Schedule 






































Emergency Pull List 






































Prod. Control Card 


• 




• 












• 




• 




* 












Q-Tickets 






































On-Line Pick List Fonn 







































ERIC 



Name: 

MathWS.l:_ 
MathWS. 2:_ 
Job#: 



PUT-UP DEPARTMENT 
MATH 

PROGRESS SHEET 

Job: 



Shift: 



TABE Locator 1:. 
TABE Locator 2: 



EstimaticHi 

How to??? 
Pay Check 



2452 2453 12li7 1208 1220 1304 1306 

AMSCO AMSCO Section jy^^ 

Operator Operator Leader Mechanic Entry Entry 

(Sheets) (PC) Mechanic Cleaner rurir /r^^m ruHr (QC) Coordinator 



1336 1319 
Service 

Recofder Planning 



Measurement 
Tape Measure 

Reading Scales 



Operations 

Counting 

Adding 

Subtracting 

Multipling 

Dividing 

Fractions 

uccmiais 

Percents 

Calculators 

Quality 

Sampling 

Probability 

Computer Skills 

Data Entry 

DBase Knowledge 



* 
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Name: 

MathWS. 1:_ 
MathWS, 2:_ 
Job#: 



TABE Locator 1: 

TABE Locator 2: 

1356 1358 2326 

Packer Packer Service 



PUT-UP DEPARTMENT 
MATH 
PROGRESS SHEET 

Job: Shift: 



1334 



1354 



1359 
Bag Pack 

Shanklin ShanUin Recorder Servicer Operator Packer 



1357 
Bag Pack 
Operator 



(sets) 



(retaO) (layup) (tnicker) (misc.) (AMSCO) (v-bag/vertrod) 



Estimation 

Hnwtn??? 
Pay Check 



* 
• 



Measurement 
Tape Measure 

Reading Scales 



Operations 

Counting 



Adding 



Subtracting 



Multipiing 



Dividing 



Fractions 
Decimals 



• 



Percents 



Calculators 



Quality 

Sampling 



Probability 

Computer Skills 

Data Entry 



• 
• 



DBase Knowledge 



EMC 



16S 



Name: 

MathWS. 1:. 
MathWS, 
Job#: 



Estimation 

Hnwtn??? 



PUT-UP DEPARTMENT 
MATH 
PROGRESS SHEET 

Job: Shift: 



TABE Locator 1: 

TABE Locator 2: 

1301 1333 1331 
Section 

L^^r Lift-Tnick Servicer Servicer Auditor 



1330 



1305 
Quality 



(sets) On^ratnr (SUpply) (U fffry i 



mi 1352 1355 1353 

Print Straining 
Machine L-Sealer L-Sealer Machine 



(retail) (sets) Operator 



Pay Check 



Measurement 

Tape Measure 



Reading Scales 



Operations 

Counting 
Adding 



Subtracting 
Multipling 



Dividing 
Fractions 



Decimals 



Pcrcents 



O culators 



Quality 

Sampling 



Probability 

Computer Skills 

Data Entry 



DBase Knowledge 
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Name: 



PUT-UP DEPARTMENT 
COMMUNICATION AND PROBLEM SOLVING 
PROGRESS SHEET 

Job:.. Shift: 



Communication/Problem Solving 
Communication/Problem Solving 2:_ 

Job#: 2452 2453 

AMSCO AMSCO 



1319 



Wrk. Place ComnL 

Listening 



1207 1208 1220 1304 13O6 1336 

SectiOD Data Data Service 

Operator Operator Leader Mechanic Entry Entry Recorder Planning 

(PC) JfVfi^rhpir ^ 17 Cleaner Oerk (retain Clerk (bulk) (09 Coordin ator 



Speaking 



Writing: 
RM Checklists 
T. Motor Ct List 



Daily BkxL RepOTt 
Stencil 



Memo/Notes 



J-Board 



CaCaid 



UPC Label 



TipOns 



Style Code Fbrm 



Cutting Order 



Rcquis. Slip 



Z-Uckets 



Off-Quality Repon 



System 36 Fonns 



Close Out List 



Rehandle Schedule 



Linked Shrink Schedule 



Emergency Pull List 



mxL control card 
g*iickets 



On-Line Pick List Form 



ProBESrSoIving" 



Un-thc-Job 



inierpeTSonST 



Managing Stress 

Techniques 
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Name: 



PUT-UP DEPARTMENT 
COMMUNICATION AND PROBLEM SOLVING 

PROGRESS SHEET 

Job: Shift: 



i. 



Communicatioa^oblcm Solving 1: 

Communication/Problem Solving 2: 

Job#: 1356 1358 

Packer Packer 

ShaQklin Shanklin 

(sets) {, 



2326 1334 
Servfce 

Recorder Servicer 



1359 

Bag Pack 
Operator 



1354 



Packer 



1357 

Bag Pack 
Operator 



Wrk. Place Comm* 

Listening 


* 




♦ 








♦ 
























opcaiang 










♦ _ 




♦ 
























wntuig: 






































r.M. cnecklists 






































1 • r/lwX KJti, LflSl 
























































* 








* 












oicncii 


















* 




♦ 




* 












Memo/JNoics 






































j-ooaiu 










♦ 








* 








* 












ro raid 






































ur\^ L.aDei 


























* 












Tin-One 


























* 


















































V^UluIlg V^uCi 






































Reouifi SI in 


















































































































system 36 horms 






































Close Out List 






































Rehandle Schedule 






































Linked Shrink Schedule 






































Emergency Pull List 






































rToa. control fjaro 


• 
















* 




















g-Tickets 






































un-jLinc rvoL usi hom 






































rroDlem solving 






































Un-thc-Job 


* 




* 




* 








* 




* 
















interpersonal 


* 




* 








* 
























Managing Stress 






































Techniques 


* 




* 




* 




* 
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Name: 



PUT-UP DEPARTMENT 
COMMUNICATION AND PROBLEM SOLVING 

PROGRESS SHEET 

Job: Shift: 



Communication/Problcni Solving 1:. 
Communication/Problcni Solving 2: 
Job#: 1301 1333 



1331 



1330 



ScctioB 
Leader 



Lift-Tnick Servicer Servicer 



1305 
Quality 
Auditor 



1332 

Priot 
Machine 



1352 



L-Sealer 



1355 



1353 



Strapping 
L'Sealer Machine 











• 








• 




• 




• 






Si 




vior 








* 
















• 








- 




• 










































T Motor Ck^Lkt 






• 
































DaUyProd. Rcpwt 






























• 








Stencil 


* 








• 








* 




• 




• 




• 




• 






















* 
















• 




J-Boaid 


* 








* 








* 




















CO Caid 


































• 




UPC Label 










* 
























• 




Tip-Ons 






































Style Code Fonn 






































Cutting Order 


















• 




• 




• 




• 




• 




Requis. Slip 




































































• 








Off-Quality Report 
system 5(y horms 






































Qose Out List 






































Kenanaie octiedule 






































Linked Shrink Schedule 










• 




























Emergency Pull List 






































ftxxL Control Card 






































g-Tickets 

un-Lme ncK List form 


• 




































nobiem solving 






































Un-U)e-Job 


• 




• 




• 




* 




• 




• 








• 




• 




Interpersonal 


• 




• 




• 




• 




• 












• 




• 




Managing Stress 






































Techniques 


• 




• 




• 




• 




• 












• 




• 
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PUT-UP CLASSES CURRICULUM 



Wfifikl(5/4-5/6) 

Introduction To Class: job discussion, purpose of class, description 
Mac Tour: individual review of the Macintosh computer 
25 Word Pretest: writing sentences with 25 randomly chosen fitted words 
Vocabulary Introduction: discussion of vocabulary uses at work 

discussion of how to use the vocabulary computer program 

Wfifili2 (5/11 -5/13) 

PUORT Pretest: reading about 170 put-up department words orally 
TABE Math: math part of TABE predictor test 

Vocabulary Program: self-directed computer program reviewing fitted sheets words 

Wfifika (5/18 -5/20) 

Math TABE: go over the test results 

Begin Math Review: basic math skills review 

Vocabulary Program: continued 

Wfifikl (5/25 -5/27) 
Memorial Day Holiday 
Math: discussion continued 
Math TABE: post test 

Budgeting: presentation by Jeanette Wood on budgeting 
Vocabulary Program: continued 

Wefil£S(6/1 -6/3) 

Intro to Communication: The Animal In You: do the personality survey and "animal" 

discussion of Lion, Beaver, Otter, and Golden Retriever as 
presented in the book. The Two Sides of Love, by Gary 
Smalley & John Trent 

Animal In You: complete and discuss the "Animal in You" review sheet 

Wfifikfi(6/3-6/5) 

Communication: discuss the "Listening in the Workplace" module 
complete and discuss a "Listening" review sheet 
Vocabulary Program: continued 

WfifihZ (6/15 -6/16) 

Communication: discuss Module 12, "Communicating to Solve Interpersonal Conflict' 
view and discuss video, "Communicating to Solve Interpersonal 
Conflict: An Introduction" 
Problem Solving Outline: discuss the Module 3 "Problem Solving Strategies" outline 
Conflict Resolution: complete and discuss a "Resolving Conflict" review sheet 
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Wfiflka (6/22 -6/24) 

Computer Simulation: use a designed screen on Macintosh to simulate new 

utilization of IBM computers on put-up lines 

25 Word: post test 
PUORT: post test 

Retirement Benefits Seminar: presentation by Jody Gaulin of company retirement 

programs and insurance benefits 



174 



Departmental Update 



The following departments were completed through the 7 week departmental specific classes: 

Pillowcases 
Automatics 
Fitted Sheets 
Special Sew 
Put-Up 
Training 

The following departments were covered by a 7 week computer course which was determined by 
the task analysis that computer training was the main need: 

I.E. (Industrial Engineering) 
Office Clerks (Administration) 



Departments not complete: 

Supply, Maintenance, and Quality Control - Small departments ( too small to do 
individually) 

CDC - In the process of changing all jobs by putting in an Inventory Control System, Complete 
for company at a later dale. 
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BASIC ELECTRICAL TRAINING FOR MECHANICS 

AND 
TECHNICIANS 



COURSE acHKnm.F. 



CLASS TIMES: 



3:45-5:45 pm 




DATES: 



Mondays and Thursdays 



March 16 - April 16 (Pre-Math) 



April 20 - August 6 (Fundamentals of AC/DQ 



— ^ TOTAL HOURS: 20 (Pre-Math) 

60 (Fundamentals of AC/DC) 



TEXTBOOK: Fundamentals of AC/DC 

INSTRUCTORS : Anna Baldwin (Pre-Math) 

Tom Booth (Fundamentals of ACyDC) 

REQUIREMENTS FOR CERTIFICATE: 

80% class attendance 
70% post-test 



SUPPLIES NEEDED: 



Paper, Pencil, Scientific Calculator 
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National Workplac* Littracy Otmonttrttton Projoot «1 12/22/92 



Departmentah$P9clflG Classes Enrollment/Dropout 


































Department 


Total ^ emolovees 


« started' 


% of total deot. 


finishers 




% retention 
















Piiiow Case 


96 


38 


40% 


12 


26 


32% 
















Automatics 


174 


35 


20% 


9 


26 


26% 
















Special Sew 


98 


16 


16% 


14 


2 


88% 
















riuec sneets 


371 


40 


11% 


31 


9 


78% 
















raC!Caying \PUt*UPj 


201 


34 


17% 


29 


5 


86% 


















Totals: 


163 




95 


68 


58% 
















Computer Classes 


# passed criterion 


1 


r'naw" students 








Beginning dBase 


28 




28 








mtermediate dBase 


8 




1 








Advanced dBase 


5 




0 








t\eyDoarGin$i 


32 




13 










41 




1 6 








oyinnino vYwra rene^ 


48 




1 7 








iiciYiitsu* Yvviu neriei 


1 « 




0 








1^1/ A ni^oH \A/#^rW DcsF^af 


4 




0 








Doyinniny lvj i uo 






1 










1 D 




0 








MQvsnceQ wJ \ Uo 


1 6 




0 






















iUI AL. 


o ^ o 




78 
























involvfd 


finlthtd 










Grand Totals: 


241 


173 




































We will a!so be running about 45 employees through a pre-training 


computer skills class 




in anticipation of an automated packing management svstem. 
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APPENDIX F 
Post Training Evaluation 
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^ COURSE EVALUATION 

Name: A^//sar>^ Date: ^-</- 9:i Class: i^r¥e^ 



1) What can you do now that you couldn't do before taking this course? 




2) How many classes have you attended so far? 
/i»<^^V At/i^^ iasses. 



3) Has this course helped you mept or work toward any of your personal goals? 



inwpt 

yes ^ n o 



(If you checked yes, please answer the next part of the question) 
In what way? 



4) Circle one number in each row across to show how you would rate each item. 
How would vou rate this program? 

Very interesting to me^ 4 3 2 1 Boring to me 



Very useful to me 5 3^ 
on the job 



Totally useless to me on 
the job 



Much too difficult 
forme 


5 


4 


3 




1 


Much too easy 
forme 


Very useful to me 
outside work 


5 




3 


2 


1 


Totally useless to me 
outside work 


Exactly what I 
expected 


5 




3 


2 


1 


No at all what I expected 


How would vou rate the materials? 








Hard to leam and 
confusmg for me 


5 


4 


3 


2 




Easy to Icam and simple 
for me 
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COURSE EVALUATION 
Namc :'^L\iu^ UiilV:.^ Date:i_i3^ Class:_ 

1) What can you do now that you couldn't do befoic taking this course? 



2) How many classes have you attended so far? 
I ^ classes. 



3) Has this course helped you meet or woik toward any of your personal goals? 

\y yes ^no 

(If you checked yes, please answer the next part of the question) 
In what way? u;,^^^^ ^ ^ 

4) Circle one number in each row across to show how you would rate each item. 
, How would vnii rate this program? 

Very interesting to me(^ 4 3 2 1 Boring to me 



^ Vcaty useful to me 
on the job 


G) 


4 


3 


2 


1 


Totally useless to me on 
the job 


Much too difficult 
forme 


5 


4 


3 


g) 


1 


Much too easy 
forme 


V ! Very useful to me 
outside work 




4 


3 


2 


1 


Totally useless to me 
outside work 


Exacdy what I 
expected 


5 




3 


2 


1 


No at all what I expected 


^j. How would vou rate the materials? 








Hard to learn and 
confusing for me 


5 


4 


3 




1 


Easy to leam and simple 
for me 
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JOB CLASS SUGGESTION(S) Date: ? / 

Dep.rtm.„t: finiormM tS Name: (optlona.) l^^U^A. 

Suggestlon(s) about how we should tell workers about these classes: 

What should we add to what we said to you? I n 



What should we change about what we said to you? Y)crf'h I n ^ 



Suggestion(s) about the classes: 



What should we add to the classes? Yl^h ] a 4 



What should we take out of the classes? "^joih /' n 



What else should we do differenUy in the classes? ^^^^ /,J^,,,.^^, ^-^^OJL. 



Why?orWhynoi? . ,^ , , 



BEST COPY AVAIU9LE 



JOB CLASS SUGGESTION(S) Date: )7 ~ J f ^ 9 f 

Department: ^TQ] Name: (optional) .^1 ,/?P 



Suggestlon(s) about how we should tell w<)rkers about these classes: 

What should we add to what we said to you? 



What should we change about what we said to you? 



Suggestiori(s) about the classes: 




What should we add to the classes'> 

^^'"^ "^^^^ ^'^'^ ^^bU*^ 

o.^l. /^'^^ ^'^^ ^ 

What elfee should we do differently in the classes? 

Would you tell another worker to take these classes? /ff^^ no 
Why? or Why not? 7 
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JOB CLASS SUGGESTION(S) Date: ////^ 
Department; ^ame: (optional) 



Suggestlon(s) about how we should teli workers about these classes: 

What should we add to what we said to you? » 



What should we change about what we said to you? 



Suggestion(s) about the classes: 

What should we add to the classes? a 

What should we take out of the classes? 
What else should we do differently in the classes? J 

Would you tell another worker to take these classes? no 
Why? or Why not? 
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COURSE EVALUATION 
Name: Date: 3^ 1^9 'l^ Class:. 



1) What can you do now that you couldn't do before taking this course? 

2) How many classes have you attended so far? . ^ ■ I 

classes. Jf Zu^- MiM^ X^^. 

3) Has mis course helped you meet or work toward any of your personal goals? 

yes ^no j.^ KltJJ^ 'iAY^f^^'^^^ 

(If you checked yest please answer the next pan of the question^ 

In what way? 



4) Circle one number in each row across to show how you would rate each item. 
How would vou rate this program? 

Very interesting to n»$> 4 3 2 1 Boring to me 



Very useful to me 5 4 

on the job ^ 



Totally useless to me on 
the job 



Much too difficult 5 
forme 



Much too easy 
forme 



Very useful to me ^ ^ 
outside woric 



Totally useless to me 
outside work 



Exacdy what I 
expected 



How wnnld vou rate the materials? 

5 4 ;3 



Hard to leam and 
confusing for me 



No at all what I expected 



1 Easy to leam and simple 
forme 
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Name; 



COURSE EVALUATION 

Date: Class: 



1) What can you do now that you couldn't do before taking this course? 



2) How many classes have you attended so far? 
classes. 

3) Has Shis course helped you meet or work toward any of your personal goals? 
yes no 

(If you checked, yes, please answer the next part of the question) 
In what way? 



4) Circle one number in each row across to show how you would rate each item 
How would vou rate this program? 



Very interesting to me 5 4 3 2 1 Boring to me 



Very useful to me 
on the job 


5 


4 


3 


2 


1 


Totally useless to me on 
the job 


Much too difficult 
forme 


5 


4 


3 


2 


1 


Much too easy 
forme 


Very useful to me 
outside work 


5 


4 


3 


2 


1 


Totally useless to me 
outside work 


Exactly what I 
expected 


5 


4 


3 


2 


1 


No at all what I expected 


How would vou rate the materials? 








Hard to leam and 
confusing for me 


5 


4 


3 


2 


1 


Easy to leam and simple 
for me 
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REASONS FOR DROPPING AUTO CLASS 

1 . Caring for sick parents (i.e. alternating care with a sibling). 

2. Student is enrolled in another class and finds taking two classes simultaneously too 
demanding (i.e. GED, PALS, or computer class). 

3. Children are sick. 

4. Puts too much on spouse's responsibilities (i.e. spouse can't take care of children). 

5. Class was not what the student anticipated (i.e. student thought the class was 
teaching general vocabulary improvement). 

6. Student does not see the need to learn more about their department (i.e. "I've been 
working in this department for 15 years. What I doni know by now, I don't need"). 

7. Class is boring. 

8. Student transfers to another department. 

9. Student doesn't have time. 

10. Student is working two jobs and can't make it to class. 

11. Student has home problems (i.e. unwanted pregnancy, girlfriend diagnosed with ill 
ness, etc.). 

12. Student's friend drops class for some reason so student drops, also. 

13. Student develops prolonged illness. 

14. Student is working a lot of overtime (6 days, 12 hours, etc.) and can't do anymore. 

15. Student rides with someone and can't make the class. 

Martha J. Harris 
12/16/91 




Workplace Literacy 



Clemson University June 1992 



Teacher Interview 



Name 



Qualifications 
o Degree^. 



o Experience^ 
Hours on the job_ 



X. «hat were the reasons given by the participants for attending 
the literacy classes. 



2 HOW did you determine students' functioning levels before, 
teing aid after instruction for: 

o Vocabulary 

o Reading 

o Math 

o Problem Solving 
o Communication 



3. Were the assessment measure adequate? 

4. What techniques or methods did you use to deliver instruction 



1 

I S3 



APPENDIX G 



Job mobility Chart 



ERIC 



Master 
Job Mobility 
Chart 



includes following departments of the Fabrication plant: 

pillowcase 

automatics 

fitted-sheets 

special sew 

put-up (packaging) 



ERIC 



Name: 



Cloze 1:. 
Cloze 2: 



IRIl:. 
IRI 2: 



. Job:_ 
Pen 1:. 
Port 2: 



PILLOWCASE DEPARTMENT 
VOCABULARY AND READING 

Shift: Depanment: 



Able 1: 
Able 2: 



Job*: 1320 1332 1333 1333 1336 



2210 



2211 2450 



P.M. 



Vocabulary 

WnrH ^tiiHv 










4c 




4c 




4c 




4c 








4c 




4c 




Multiole Meanines 






« 




4c 




4c 




4c 




m 




4c 




4c 




4c 




Root Words 










4c 
4c 




4c 
4c 




4( 
4c 




4c 
4c 




4c 
* 




4c 
4c 




4c 
4c 




Prefixes 






4c 




4c 




4c 




♦ 




4c 




♦ 




4c 




4c 




Suffixes 






4c 




4c 




4c 




* 




4c 




♦ 




4c 




4c 




Check-up 






4c 




4c 




4c 




4c 




4c 




4c 




4c 




4c 




Keaoing skills 

Forms: 

P.M. daily renort 


































m 




T. Motor Ck. List 
<JDcr, Uiy. Pro. Reo. 














1i 
















m 








Daily Main. CL 






















m 




m 








« 




Memo 










m 




« 




« 




m 




m 




m 








Reoair Prod. Reoort 






* 
* 




* 




* 




m 




















SuddHcs 










* 








m 












m 








Sew Route 










* 




* 




m 












m 








Ticket for Roll 










* 








m 












m 








Cuttins Order 






* 








* 




m 




















Requis. Slip 










* 




* 




m 




















Repair Cards 






































Repair Mach. Wk. CL. 


« 




















m 




m 












Clean, daily report 
Oualitv repon 






































Journal Entries 


% — 




* 








• 




* 




m 




m 












Tow Motor Book 














i 









































































































































Anna O. Baldwin, Project Director 
WestPoint Peppereii, Inc. - Fabrication Plant 
Workplace Literacy Project V198A 10-139 
Cherry Road Extension 
Clemson^SC 29633-1800 
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PE.LOWCASE DEPARTMENT 
MATH 

Name:_ Job: Shift: 

MathWS. 1: Able 1:_ 

MathWS. 2: Able 2: 



1320 1332 1333 1333 1336 2210 2211 2450 
Cleaner Repair SP#1 SP#2 Planner Tech. D. Tech. Oper. 



Estimation 

How to??? 
Pay Check 






* 
















m 




m 








1 ri 
m 




Material Needed 
Product Produced 














m 








m 








* 
* 




m 




Adjustments 























m 
m 




m 
m 




m 
m 




m 
m 




Measurement 

Tape Measure 






* 
















m 




m 




m 








Pillowcase 
Roll of Cloth 
Tolerance 






* 














i — 


m 




m 




m 
m 
m 








Metric Measures 
Reading Guages 
Reading Scales 


* 




















m 
m 




m 
m 




m 
m 




m 
m 

1^ 




Operations 

Counting 






* 








m 
















m 








Adding 


* 




* 




* 




m 




* 












m 








Subtracting 


* 








* 








m 












m 








Multipling 






w 








m 




m 




m 




m 




m 




m 




Dividing 
fractions 






w 




* 
* 




m 
m 




m 
m 




m 
m 




m 
m 




m 




m 




Decimals 






♦ 








m 




m 




m 




m 




m 
m 




m 
m 




Percents 






























m 








Quality 

Sampling 






































Probability 
Computer Skills 

Data Entrv 


















* 
















* 




DBase Knowledee 






































DOS 






































Lotus 123 






































DBase 






































Word Perfect 





































Anna O. Baldwin, Project Director 
WestPoint Pepperell, Inc. - Fabrication Plant, Cherry Road Extension, Clemson, SC 29633-1800 
Workplace Literacy Project V198A10-139 



Name: 



PILLOWCASE DEPARTMENT 
COMMUNICATION AND PROBLEM SOLVING 



Job: 



Shift: 



Job#: 

Communication 

Listenin 



1320 1332 
Cleaner Repair 



lim cp2 J^^^ ^^^^ 2211 2450 
^Pffl SP#2 Planner Tech. D.Tech. Oper. 



P.M. 

Crew 




Anna O. Baldwin, Project Director 
WestPoint Pepperell, Inc. - Fabrication Plant 
Workplace Literacy Project V198A10-139 
Cherry Road Extension 
Clemson, SC 29633-1800 
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Name: 



25 words/sentences 1:_ 
25 words/sentences 2:_ 
Job#: 1320 



AUTOMATICS DEPARTMENT 
VOCABULARY AND READING 
PROGRESS SHEET 

Shift: Job: 



Vocabulary 

Defe 
General 



Cleaner 



AORTl: 

A0RT2: 

2331 1330 2353 
Tow Motor/ Folder/ 
Repair Service Ribbons 



TABE Locator 1:_ 
TABE Locator 2:_ 

1332 2210 



2310 



Planner Tech. D. Tech. 



2450 1210 
Hemmer P.M. 



Anna O. Baldwin, Project Director 
WestPoint Pepperell, Inc. - Fabrication Plant 
Workplace Literacy Project V198A10-139 
Cherry Road Extension 

Clemson, SO 29633-1800 
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AUTOMATICS DEPARTMENT 
MATH 
PROGRESS SHEET 



Name: 

MathWS. 1:^ 

Math WS.2:„ 
Job#: 



Estimation 

How to??? 



Job: 



TABE LxK:ator 1: 

TABE Locator 2: 

1320 2331 1330 

Cleaner Repair Service 



Shift: 



2353 1332 2210 
Folder/ 

Ribbons Planner 



Tech. 



2310 2450 1210 
D> Tech. Hemmer p.m. 



Pay Check 
Adjustments 



Measurement 

Tape Measure 



Flat Sheet 



Roll of Cloth 
Tolerance 



Metric Measures 



Reading Guages 
Reading Scales 



Operations 

Counting 



Adding 



Subtracting 
Multipling 



dividing 



Fractions 



Decimals 
Percents 



Calculators 



Quality 

Sampling 



Probability 



Computer Skills 

Data Entry 



DBase Knowledge 



DOS 



Lotus 123 



DBase 



Word Perfect 



Anna O. Baldwin^ Project Director 
WestPoint Peppereli, Inc., Fabrication Plant, Cherry Road Extension 
Workplace Literacy Project V198A 10-139 
Ciemson, SC 29633-1800 



ERLC 
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AUTOMA7IC&DEPARTMENT 
COMMUNICATION AND PROBLEM SOLVING 
PROGRESS SHEET 



Name: 



Job: 



Shift: 



Communication/Problem Solving 1:_ 
Communication/Problom Solving 2:] 



Job #: 



Wrk. Place Comm 

Listening 



1332 



Speaking 



1320 2332 1330 2353 
Tow Motor/ Folder/ 
Cleaner Repair Service Ribbons Plan ner 



2210 2310 2450 

Tech> D. T^ gti^ Hpmmpr 



1210 
P.M. 



Writing: 



P.M. daily report 
T. Motor Ck. List 
Hem. Dly. Pro. Rep. 



Daily Main. CL 



Repair Prod. Report 



Ribbons Report 



Sew Route 



Cutting Order 



Requis. Slip 



Repair Report 



Weekly Main. CL. 



Tol3eFDIyrPro37Rep7 



Oualily report 
Journal Entries 



Tow Motor Book 
Kerun Request 



Problem Solving 

On-the-Job 
Tiuerpersonal 



Managing Stress 

Techniques 



Anna O. Baldwin, Project Director 
WestPoint Pepperell, Inc. - Fabrication Plant 
Workplace Literacy Project V198A10.139 
Cherry Road Extension 
Clemson, SC 29633*1800 
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Name: 

25 words/sentences 1:. 
25 words/sentences 2:. 



FITTED SHBBT DEPARTMENT 
VOCABULARY AND READING 
PROGRESS SHEET 

Shift: Job: 

TABE Locator 1 :. 

TABE Locator 2: 



F-SORT 1: 
F-SORT 2: 



Job #: 1320 



3451 



Vocabulary 

Defects 



Cleaner 



1343 1330 
Lift Truck 

(Tow Motor)Servicer Inspect/ 

Operator Recorder Fold 



1332 



2451 
Bind 

Bottom 

Fitt. Hem. 




Anna O. Baldwin, Project Director 
WestPoint Pepperell, Inc. - Fabrication Plant 
Workplace Literacy Project V198A 10439 
Cherry Road Extension 
Clemson, SC 29633-1800 
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Name: 

MathWS. 1:_ 
Math WS. 2:_ 
Job#: 



FITTEIl SHEET DEPARTMENT 
MATH 
PROGRESS SHEET 

Shift: 



— TABE Locator 1: 

— TABE Locator 2: 

1320 1343 1330 
Lift Truck 



3451 1332 



1212 

(Tow Motor) Servicer insnfrt/ dm- • • 

can. op.™„r R«„^., jir" ^rr" 



1451 

Pattern 
Cutter 



Estimation 

How to??? 
P ay Check 
djustments 



2451 
Bind 
Bottom 
Fitt. Hem. 



1210 




Anna O. Baldwin, Project Director 
WestPoint Pepperell, Inc. - Fabrication Plant 
Workplace Literacy Project V198A 10-139 
Cherry Road Extension 
Clemson, SC 29633-1800 
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Name: 



Communication/Problem Solving 1:_ 
Comrnunication/Problem Solving 2:_ 

1320 1343 



FFFTEB SHEET DEPARTMENT 
COMMUNICATION AND PROBLEM SOLVING 
PROGRESS SHEET 

. Job: Shift: 



Job#: 



Wrk. Place Comm. 

Listcnin 



1330 

Liift Truck 
(Tow Motor)Servicer 
riftanpr ppoi^t^.. Recorder 



3451 
Inspect/ 
Fold 



1332 1212 
Auto. 



Coord. 



1451 

Pattern 
Cutter 



2451 1210 
Bind 

Bottom Fab. 

Fitt Ham Fixer 




Anna O. Baldwin, Project Director 
WestPoint PeppereiK Inc. - Fabrication Plant 
Workplace Literacy Project V198A10.139 
Cherry Road Extension 
Clemson, SC 29633*1800 
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SPECIAL SEW DEPARTMENT 
VOCABULARY AND READING 
PROGRESS SHEET 

Name: Shift: Job: 

25 words/sentences 1: S-SORT 1: 

25 words/sentences 2: S-SORT 2: 



Job#: 1321 



1337 1330 

Liift Truck Servicer- 
Operator/ Fab (Tab 



1333 1334 1335 

Servicer Servicer- 
Servicer Recorder Fab • 



1339 2359&2451 1210 



Servicer* 



Vocabulary 

Defects 


4c 




















4c 




f\«WU 




and P 




Fix 

4c 


er 


General 

Malfunrtinn^ 






















4c 




4c 




^ 4c 




4c 




Parts 


lie 




* 




2- 




* 
* 




- IF 
* 




4c 




* 

4c 




4c 




* 




Tools 


* 












* 












* 




* 








Reading Skills 

Forms: 

P.M. Checklists 






































T. Motor Ck. List 
DailvProd. Reoort 














* 




* 




















Tow Motor Book 






* 




















m 




m 








Memo/Notes 


* 




* 
* 








* 




* 




* 




m 




m 




m 




Renin ReqiiMt 
CO. Card 










m 




* 




* 




* 




m 




* 








Defects Reoort 

Rush T i«f 










m 




* 
* 




* 




















Ticket for Roll 






















* 




m 
m 












Cuttine Order 






* 




* 




* 




* 




* 




m 












KeQUlS. oilp 


































m 




Repairs Repon 














* 




* 




















Off-Qualily Report 


















* 




















Rerun Card 


















« 




















Floor Count 


















m 




















Waterbed Schedule 


















m 




















Rehandle Schedule 






* 
































Emergency Pull List 


















m 




















Prod. Control Card 


















m 
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Name: 

25 words/sentences 1:. 
25 words/sentences 2:. 



SPECIAL SEW DEPARTMENT 
VOCABULARY AND READING 
PROGRESS SHEET 

Shift: Job: 



S-S0RT1:_ 
S-SORT 2: 



Job#: 



2453 3359 & 3451 3453 2459 

Hem Inspect/Fold Insp«ct/Fold Dual 

Waterbcd sheets with Waterbed Head- 
Sheets Trims Sheets Sew Op. 



Vocabulary 


♦ 




* 












General 










♦ 




♦ 














* 




* 




PjirtQ 


— *_ 




* 




^ 




* 










* 




* 




* 




Keading Skills 

Forms: 

r.M. cnecKiists 


















T. Motor Ck. List 


















i^anY iTQQ. KcDon 


















Tow Motor Rook" 








































































rv»ft*rf^ Rf*r>nrt 




































Ticket for Roll 


















Cutting Order 


















Requis. Slip 


















Repairs Report 


















Off-Quality Report 


















Rerun Card 


















Floor Count 


















Waterbed Schedule 


















Rehandle Schedule 


















Emergency Pull List 


















Prod. Control Card 






































06 



Name: 

MathWS. 1:_ 
Math WS. 2:_ 
Job#: 



SPECIAL SEW DEPARTMENT 
MATH 
PROGRESS SHEET 

Job: Shift: 



TABE Locator 1 :. 
TABE Locator 2: 



1321 



1336 
Liift Truck 
Operator/ 



1330 1333 1334 
Servicer- Servicer 
Fab (Tab Servicer Recorder 



1335 

Servicer- 
Fab 



1339 2359&2451 1210 
Servicer. Hem Sheets Fab. 



Estimation 

How to??? 


* 




* 




* 




* 




m 




m 




* 




and 1 
* 




m 


:er 


Pay Check 


* 












* 




m 




m 












m 




Measurement 

Tape Measure 
Reading Scales 






































Operations 

Counting 
Adding 


* 












* 




m 




m 
m 




* 
* 




* 




* 
* 




Subtracting 
Multipling 


* 
* 




* 
* 
* 




* 

* 
* 




* 
* 




* 
* 




m 
m 




* 
* 




* 
* 




* 




Fractions 
EJecimals 
Percents 


* 
* 




* 
* 




* 
* 




* 

* 
* 




* 
* 

* 
* 




m 

* 
* 




* 
* 
* 




* 
* 
* 




* 
* 

* 




Calculators 

Quality 

Sampline 














* 




* 




* 








* 

* 








Probability 






































Computer Skills 

Data Entry 
DBase Knowledge 
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Name: 

MathWS. 1:. 
MathWS. 2: 



TABE Lxx;ator 1: 
TABE Locator 2: 



SPECIAL SEW DEPARTMENT 
MATH 

PROGRESS SHEET 

_ Job: Shift: 



Job#: 



2453 3359 & 3451 3453 2459 

Hem Inspect/Fold Inspect/Fold Dual 

Waterbed Sheets with Watcrbed Head- 



Estimation 

How ^999 






* 












Pay Check 


* 
















ivi6asur6in6n I 

TjirM* M^<*aQiir** 


♦ 




m 




* 








xvcauin^ OLdiCo 


















Operations 

Counting 










* 




* 




Adding 


* 




* 




* 




* 




Subtracting 


* 




* 




* 




* 




Multipling 


















Dividing 


* 




* 








* 




Fractions 


* 








* 




* 




Decimals 


* 




* 




* 








Pcrccnts 


* 




* 




* 




* 




Calculators 


* 








* 




* 




Quality 

Sampling 


* 




* 












Probability 

Computer Skills 

Data Entry 


* 




* 








* 




DBase Knowledge 
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Name: 



SPECIAL SEW DEPARTMENT 
COMMUNICATION AND PROBLEM SOLVING 
PROGRESS SHEET 

Job: Shift: 



Communication/Problem Solving 1:. 
Communication/Problem Solving 2:^ 



Job#: 1321 



Cleaner 



1337 1330 

Liift Truck Servicer- 

Op€rator/ Fab (Tab 

Checker Dist.) 



1335 

Servicer- 



Wrk. Place Comm. 
Listening 



1333 1334 

Servicer 

Servicer Recorder Fab Servicer 
Recorder ^j^^^ ^^^^^ (Trucker) Rework 



1339 2359&24S1 1210 



Hem Sheets 
and P.C, 



Fab. 
Fixer 



Writing: 
P.M.Checkli^K 



T. Motor Ck. List 



Daily Prod. Revon 
Daily Sutnmary Sheet 



Memo/Notes 



Rerun Request 



CO. Card 



Rush List 
Ticket for Roil 



Cutting Orri<>r 
Rcquis. Slip 



Repairs Report 
Tow Motor Book 



Problem So lving 

On-ihe-Job 



Interpersonal 



Managing Stress 



Techniques 



Anna O. Baldwin, Project Director 
WestPoint Peppereil, Inc. - Fabrication Plant 
Workplace Literacy Project V198A 10-139 
Cherry Road Extension 
Clemson, SC 29633-1800 



ERIC 
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Name: 



Communication/Problem Solving 1:^ 
Communication/Problem Solving 2:] 



SPECIAL SEW DEPARTMENT 
COMMUNICATION AND PROBLEM SOLVING 
PROGRESS SHEET 

Job: Shift: 



Job#: 2453 3359 & 3451 3453 2459 

Hem Inspect/Fold Inspect/Fold Dual 
Waterbed Sheets with ^(^fiterbed Head- 
Sheets Trims Sheets Sew Op. 



Wrk. Place Comm. 

Listening 


















Speaking 


















Writing: 


















P.M. Checklists 


















T. Motor Ck. List 


















Daily Prod. Report 


* 




* 




* 








Daily Summary Sheet 


















Memo/Notes 






* 




* 








Rerun Request 


















CO. Caixi 


















Defects Report 


















Rush List 


















Ticket for Roll 


















Cutting Order 


















Requis. Slip 


















Repairs Report 










* 








Tow Motor Book 


















Problem Solving 


















un-tne-Job 


* 




* 




* 








interpersonal 


* 




* 




* 




* 




Managing Stress 


















Techniques 


* 




* 
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Name:_ 

25 words/sentences 1:. 
25 words/sentences 2:. 



PUT-UP DEPARTMENT 
VOCABULARY AND READING 
PROGRESS SHEET 

Shift: Job: 



S-S0RT1:_ 
S-SORT 2: 



Job# 



1208 



Vocabulary 

General 



2452 24S3 1207 

AMSCO AMSCO Section 

Operator Operator Leader Mechanic 

(Sheets) (PC) Mechanic 17 



1220 



1336 
Service 

Recorder Planning 

Coordinator 




Anna O. Baldwin, Project Director 
WestPoint Peppereii, Inc. - Fabrication Plant 
Workplace Literacy Project Vl9gA 10-139 
Cherry Road Extension 
Clemson, SC 29633.1800 



2n 



Name: 

25 words/sentences 1:. 
25 words/sentences 2:. 

Job#: 



PUT-UP DEPARTMENT 
VOCABULARY AND READING 
PROGRESS SHEET 

. Shift: Job: 



1301 
Section 
Leader 



S-SORT 1:_ 
S-SORT 2:_ 

1333 1331 



1330 



Lift-Truck Servicer Servicer 



1305 

Quality 
Auditor 



1332 

Print 
Machine 



1352 



L-Sealer 



1355 



1353 
Strapping 



Vocabulary 

Defects 


(Sel 


s) Ooei 


•ator 


(Sup 


>ply) (LiftT 


ruck) (print 


room) One 








* 
































vjcncuu 
Malfunctions 


* 




































Parts 






* 
* 









* 
* 




* 






















* 




* 












* 




















Reading SkiiPs 

Forms: 

P.M. Checklists 






































T. Motor Ck. List 
Dailv Prod. Renort 






* 








* 
























Stencil 


41 








♦ 








* 




* 




m 
m 




* 
* 




* 




Memo/iNoies 


* 




* 




41 




♦ 




* 




* 




m 




* 




* 




j-nnarn 


* 
















♦ 








m 




* 




* 






* 
















* 




* 




m 




* 




* 




UPC Label 


41 








* 

41 








* 




* 




m 




* 




* 




Ctirlik CAfl^Mv 

oiYic v^oae rofiTi 


















* 




* 




m 




* 




* 




i^uiunjz urder 










41 












* 








* 




* 




Iv,ci|UIS. otip 






































Z-Tickets 


* 




* 








* 
















* 








Off-Quality Report 






































System 36 Fonns 






































Close Out List 






































Rehandle Schedule 






































Linked Shrink Schedule 


* 








* 




























Emergency Pull List 


* 




































Prod. Control Card 






































Q-Tickets 






































On-Line Pick List Form 


* 





































2i2 



Name: 

25 words/sentences 1 :. 
25 words/sentences 2:. 



PUT-UP DEPARTMENT 
VOCABULARY AND READING 
PROGRESS SHEET 

Shift: Job: 



S-SORT 1:_ 
S-SORT 2: 



Job#: 



1356 
Packer 
Shankltn 



1358 2326 1334 1359 1354 
Packer Service Bag Pack 

Shanklin Recorder Servicer Operator Packer 



1357 
Bag Pack 
Operator 



Vocabulary 

Defects 


4t 












4( 








* 
















General 
Malfuncnnn^ 






* 








* 




* 




















Parts 
Tools 






* 












* 




















Readina ^kilk 

Forms' 

P.M. CheckUsts 






































T. Motor Ck. List 
Daily Prod. Report 


m 




































Stencil 






* 




* 




m 




m 




m 




* 
m 












Memo/Notes 
J-Board 


* 

m 




* 
* 




* 




m 
m 




m 
m 




m 
m 




m 












CO. Card 


m 




* 








m 




m 




1^ 




♦ 












UPC Label 
TiD-Ons 


* 
* 




* 
* 




* 

m 




m 
m 




m 
m 




m 
















Style Code Form 






















m 
m 




m 












Cutting Order 


* 




-r 




m 




m 




m 




m 




m 












Requis. Slip 
Z-Tickets 










* 




























Off-Quality Report 






































System 36 Forms 






































Close Out List 






































Rehandle Schedule 






































Linked Shrink Schedule 






































Emergency Pull List 






































Prod. Control Card 
Q-Tickets 


* 
















m 




m 




* 












On-Line Pick List Form 





































ERIC 



^ id 



Name: 

MathWS. 1:_ 
Math WS. 2:_ 
Job#: 



PUT-UP- DEPARTMENT 
MATH 

PROGRESS SHEET 

Job: 



TABE Locator 1: 
TABE Locator 2: 



Shift: 



2452 2453 1207 
AMSCO AMSCO Section 
Operator Operator Leader 



1208 1220 
Mechanic 



1304 
Data 
Entry 



1306 
Data 
Entry 



1336 1319 
Service 

Recorder Planning 



Estimation 

How to??? 


* 




* 




* 


ail IV 


m 




* 




ilfFi 
* 




) ripr 

* 


k fhifi 


I) 

m 




m 




Pay Check 


* 




* 








. m 




* 








* 




m 




m . 




Measurement 

Tape Measure 






































Reading Scales 






































Operations 

Counting 


* 




* 




* 




m 








♦ 








m 








Adding 


* 








* 








m 








* 












Subtracting 


* 




* 




* 




* 




m 




m 




* 




m 








Multipling 
Dividing 


* 
* 




* 




* 
* 




m 
m 




m 




m 




* 




m 








Fractions 


* 




* 
* 




* 




m 




m 
m 




m 
* 




* 

m 




m 
m 




m 




uecimais 


* 




* 




* 




m 




m 




* 




m 




m 




m 




Percents 














m 




m 




















Calculators 


* 




* 








m 




m 




m 




m 




m 








Quality 

SamDling 


* 




* 




* 












m 




* 




m 




* 




Probability 


* 




















m 




m 




m 




* 




Computer Skills 

Data Entry 


* 




* 




* 












* 




m 




m 




* 




DBase Knowledge 


* 




* 




* 












* 




m 




m 




* 











































Anna O. Baldwin, Project Director 
WestPoint Peppereli, Inc. - Fabrication Plant 
Workplace Literacy Project V198A 10-139 
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ERIC 
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Name: 

Math WS. 
Math WS. 2:__ 
Job#: 



Estimation 



Pay Check 



Measurement 

Tape Measur e 

Reading Scales 



Opek^ations 

Countin g 
Adding 
Subtracting 
Multipling 
Dividing 
Fractions 
Decimals 
Percents 
Calculators 



TABE Locator 1 

TABE Locator 2: 

1301 1333 1331 



P%JT.tJP DEPARTMENT • 
MATH 

PROGRESS SHEET 

Job: Shift: 



1330 



1305 



1332 



S^^^'^" Quality 
Leader Lift-Truck Servicer Servicer Auditor 

(sets) On^ratnr (SUDdIv) 



1352 1355 1353 

Strapping 



DBase Knowledge 



» 



Print 

Machine L-Sealer L-Seaier Machine 
retail) (sets) Operator 




* 

m 
m 
m 
m 
m 
m 
m 



ERIC 
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Name: 

MathWS. 1:_ 
Math WS. 2:_ 
Job#: 



TABE Locator 1: 

TABE Locator 2: 

1356 1358 2326 

Packer packer Service 



PUT-UP DEPARTMENT 
MATH 
PROGRESS SHEET 

Job:. Shift: 



1334 



1359 
Bag Pack 



1354 



Shankiin Shanklin Recorder Servicer Operator Packer 



1357 
Bag Pack 
Operator 



Estimation 

How m'>'>'> 


* 




* 




* 




* 




* 




* 




* 












Pay Check 


* 




* 




* 








* 




* 
















Measurement 

Tape Measure 






































Reading Scales 






































Operations 

Counting 


* 




* 




* 




* 




* 








m 












Adding 


* 




* 




* 




* 




* 




* 




m 












Subtracting 


* 




* 




* 




* 




* 




* 




m 












Multipiing 


* 




* 




* 




* 




* 




* 




m 












Dividing 
riacuuno 


* 
* 




* 
* 




* 
* 




* 
* 




* 
* 




* 
* 




m 
m 












Decimals 
Pcrcents 


* 
* 




* 
* 




* 
* 




* 
* 




* 
* 




* 
* 




m 
m 












Calculators 


* 




* 




* 




* 




* 




* 




m 












Quality 

Sampling 






* 




* 




* 




* 




* 




m 












Probability 

Computer Skills 

Data Entry 


* 
* 




* 
* 




* 
* 




* 

♦ 




* 
* 




* 
* 




m 
m 












DBase Knowledge 


* 




* 




* 




* 




* 




* 




m 



















































ERIC 
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Name: 



PUT-UP DEPARTMENT 
COMMUNICATION AND PROBLEM SOLVING 
PROGRESS SHEET 

Job: Shift: 



Communication/Problcrn Solving 1 
Communication/Problem Solving 2 

Job#: 2452 2453 



Wrk. Place Comm. 

Listcnin- 
Speaking 



1207 1208 1220 1304 130$ 

AMSCO AMSCO Section Data Data 

Operator Operator Leader Mechanic Entry Entry 

l^hSSm <PC) jViPThynir . 17 Cieangr Clerk ^ri>tnih PIprL 



Writing: 
RM. Checklists 
T. Motor Ck. List 



Daily Prod. Repon 
Stencil 



Memo/N otes 
-Board 
CO. Card 
UPC Lab el 
Tip-Ons 
Style Code Form 



Cutting Order 



1336 1319 
Service 

Recorder Planning 
bulk) (QC) Coordinator 



Requis. Slip 
Z-Tickeis 



Off'Quality Repon 
System 36 Forms 
Close Out List 
Rehandle Schedule 



Linked Shrink Schedule 



Emergency Pull List 
Proa, i^oniroi (Jard 



y-iickeis 



On-Line Pick List Form 



f roDiem solving 

un-ine-Job 



Iiiierpersonai 



Managing Stress 



Techniques 



Anna O. Baldwin, Project Director 
WestPoint Pepperell, Inc. - Fabrication 
Plant 

Workplace Literacy Project V198A10.139 
Cherry Road Extension 
Clemson, SC 29633-1800 



ERIC 
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Name:. 



Communication/Problem Solving 1: 
Communication/Problem Solving 2: 
Job#: 1301 1333 



EUT-UP DEPARTMENT 
COMMUNICATION AND PROBLEM SOLVING 
PROGRESS SHEET 

Job: Shift: 



1331 1330 



Wrk. Place Comm. 

Listenin 
Speaking 
Writing 
P.M. Checklists 



Section 
Leader 

(sets) 



1305 1332 
Quality Print 
Lift-Truck Servicer Servicer Auditor Machine 
Operator (s upply) (lifttruck) (printroom^ Operator 



13S2 

L-Sealer 
(retail) 



1355 



1353 
Strapping 




Name: 



PUT-UP DEPARTMENT 

COMMUNICATION AND PROBLEM SOLVING 

PROGRESS SHEET 

Job: Shift: 



Communication/Problem Solving 1:_ 
Communication/Problem Solving 2: 

Job#: 1356 1358 

Packer Packer 

Shanklin Shanklin 

(sets) ( 



1359 



1354 



2326 1334 
Service Bag Pack 

Recorder Servicer Operator Packer 



1357 
Bag Pack 
Operator 



Wrk. Place Comm. 

Listening 


m 




































Speaking 


m 




* 




m 




























Writing: 






































P.M. Checklists 






































T. Motor Ck. List 






































Daily Prod. Report 


m 




* 
































Stencil 


m 




* 




m 




























Memo/Notes 


m 




* 




m 




























J-Board 


m 




* 




m 




* 
























C.O.Caid 


m 




* 




m 




m 
























UPC Label 






* 




m 




m 
























Tip-Ons 


m 




* 




m 




m 
























Style Code Form 






































Cutting Order 


m 




* 
































Requis. Slip 






































Z-Tickets 






































Off-Quality Report 






































System 36 horms 






































Close Out List 






































Rehandle Schedule 






































Linked Shrink Schedule 






































Emergency Pull List 






































Prod. Control Card 






* 












* 




* 
















Q-Tickets 

un-Line kick List t-orm 






































Problem ^iolving 






































On-the-Job 


* 




* 




* 




* 




* 








* 












Interpersonal 


* 




* 




* 




* 












* 












Managing Stress 






































Techniques 


* 




* 








* 




* 






































1 
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APPENDIX H 



Dissenination 

/ 



2£0 



FRir 



List of companies that have visited the 
classroom as of July 17, 1992. 



Duane E. Wilson 
Manager of Quality Systems 
Schlumberger Industries 
Electricity Division 
West Union, South Carolina 29696 

J, Marcell Robinson 
Personnel/Training Representative 
Phillips Fibers Corporation 
A Subsidiary of Phillips 66 Company 
Seneca, South Carolina 29679 

Robert Justus 

Manager of Training and Health Services 
Galey & Lord 

Society Hill, South Carolina 29593 
Jim White 

Human Resources Department 
Ryobi Motor Products Corporation 
Pickens, South Carolina 29671 

Marcia Shuler 
Work Force Specialist 
Office of the Governor 
South Carolina Initiative for Work Force 
Excellence 

Florence, South Carolina 29501 

Ben Keese 
Personnel Manager 
Michelin Tire Corporation 
Greenville, South Carolina 

Al ? (Tommy Liles- Adult Ed. Director) 
Wellman Corporation 
Lake City, South Carolina 29560 

Keith Scott 

Michelin Tire Corporation (Greenville Plant & 
Spartanburg Plant) 
Manufacturing Division 
Anderson Plant 
P.O. Box 308 

Sandy Springs, South Carolina 29677 

Larry Collins, Personnel Manager 
Mairfair Mills Inc. 
Lincolnton, Ga 



Jim Miller, Personnel Manager 
Mairfair Mills Inc. 
Starr, SC 29684 



Shellie Chapman, Training Manager 
Jocobs Chuck Mfg. 
Clemson, SC. 
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ORDER OF BREAKOUT SESSIONS 



Group 1 Session 



Location 



Session 1 
Noon 
12:30 
Session 2 
Session 3 
Session 4 
4 pm 

Group 2 

Session 1 
Noon 
12:30 
Session 2 
Session 3 
Session 4 
4 pm 

Group 3 



Session 1 
Noon 
12:30 
Session 2 
Session 3 
Session 4 
4 pm 



Group 4 

Session 1 
Noon 
12:30 
Session 2 
Session 3 
Session 4 
4 pm 



Workplace Communication, Vocabulary, and Math 

Student Speakers 

Lunch 

PALS, GED, Basic Skills & Computers 
How to get a program started 
Fabrication Plant Tour 
Panel Discussion 



PALS, GED, Basic Skills & Computers 

Student Speakers 

Lunch 

How to get a program started 
Fabrication Plant Tour 

Workplace Communication, Vocabulary, and Math 
Panel Discussion 



How to get a program started 
Student Speakers . 
Lunch 

Fabrication Plant Tour 

Workplace Communication, Vocabulary, and Math 
PALS, GED, Basic Skills & Computers 
Panel Discussion 



Fabrication Plant Tour 
Student Speakers 
Lunch 

Workplace Communication, Vocabulary, and Math 
PALS, GED, Basic Skills & Computers 
How to get a program started 
Panel Discussion 



Classroom 1 

Large Conference Room 

Ccfeteiia 

Classroom 2 

Classroom 3 

Small Conference Room 

Large Conference Room 



Classroom 2 

Large Conference Room 

Ccfeteria 

Classroom 3 

Small Conference Room 

Classroom 1 

Large Conference Room 



Classroom 3 

Large Conference Room 

Cafeteria 

Small Conference Room 
Classroom 1 
Classroom 2 
Large Conference Room 



Small Conference Room 

Large Conference Room 

Cafeteria 

Classroom 1 

Classroom 2 

Classroom 3 

Large Conference Room 
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Seminar Foiiow-up Questionnaire 

NAME: 

POSITION: 

COMPANY: 

Did you attend the seminar? YES N 0 

Had you visited the project before? YES NO 

Had others from your business visited before? YES NO 

Have you or others from your business visited our project since the seminar? Y N 
(If they hav9 had no direct visits, then thanic them and discontinue questionnaire.) 
Was your business involved in workplace literacy activities before any visit to our 

project? YES NO 

if YE$: On a scale of 1 to 5 (5 being most), how involved was your business? 

Is your business currently involved in wori<place literacy activities? YES NO 

if YES: On a scale of 1 to 5 {5 being most), how involved is your business? 

if NO: On a scale of 1 to 5 (5 being most), how likely to get involved in workplace 

literacy activities is your business? 

(The following Is only for someone who attended the seminar.) 
Please rate the seminar on the following statements: 

1 = strongly disagree 2 = disagree 3 » don't know 4 » agree 5 = strongly agree 

The seminar was well njn. ^ 

The seminar presented me with new information. 

The seminar increased my motivation to provide workplace literacy services. 

The seminar better prepared me In general to provide workplace literacy services. 

The seminar better prepared me specifically to deal with: 

starting a program getting funding 

creating curriculum marketing to employees 

teaching work-specific classes other 

Additional comments: 
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SCHEDULED ACTIVITIES 
August 20, 1992 



8:00 am to 9:00 am 
Registration & Continental Breakfast 

OPENING SESSION 

9:00 am to 9:30 am 
Welcome - John Moms 
Overview & History - Anna Baldwin 
9:30 am to 10:00 am 
InsuoiCtional Do's & Don't's - Martha Han-is 
10:00 am to 10:30 am 
Marketing the Programs to Employees - Jody Gaulin 

Breakout Sessio ns : 
* Workplace Communication, Vocabulary, & Math - Maitha Hanis 
*PALS, GED, Basic Skills, & Computers - Sherri Cartee, Jeanette Wood, & Michelle Tucker 
*How to Get a Program Started - Bill Fisk, Charles Kennedy, & Anna Baldwin 
* Fabrication Plant Tour - Jody Gaulin 

11:00 am to 11:50 am 
Breakout Session 1 

12:00 noon to 12:30 pm 
Student Speakers 

12:30 pm to 1:00 pm 
Lunch 

1:00 pm to 1:50 pm 
Breakout Session 2 

2:00 pm to 2:50 pm 
Breakout Session 3 

3:00 pm to 3:50 pm 
Breakout Session 4 

4:00 pm to 4:50 pm 
Panel Response to Participant Questions 

John Morris, General Manager 
B. Jay Bogan, Plant Manager 
Jody Gaulin, Personnel Manager 
Dee Petty, Training Manager 
Charles Kennedy, Adult Education Director 
Bill Fisk, Professor of Education 
Anna Baldwin, Project Director 
Maltha Harris, Project Director and Instructor 
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Do #1 

The #1 thing to remember about teaching adults is that going to class for most adults is a 
frightening experience. Make new students as comfortable as possible as soon as possible. The 
physical as well as instructional environment of a class does much to determine how well adult 
students will adjust to a class. Be very sensitive to a student's apprehension. 
Don't 

Do not begin a course with a test!!! During the first two weeks of our first departmental 
class, we administered several different ^^assessments." Our students weren't fooled! They knew 
they were being tested, and, as a consequence, we lost students. Students can interpret tests as our 
way of saying, "Before we begin, let's see how stupid you are." 

Do #2 

Explain the relevancy of the course to the student's work or goals. Adults are very busy 
people. Time is their most precious commodity. Students want to see a direct correlation between 
their jobs or goals and the classes they attend Begin each class by explaining how the lesson will 
help them achieve their goals. 
Don't 

Dont begin a course by emphasizing the ''enrichment" element of classes. For many 
adults, the only enrichment they want is money! As a teacher, I know that learning is truly its own 
reward. But I can't expect all of my students to agree with that! I have found that as a course 
progresses, students realize that they are gaining more than knowledge. They make comments 
like, **You know, this is helping me at home," or, "I feel better about myself" However, this 
comes with time. Don't expect adult learners to appreciate at fu-st the enrichment aspect of a 
course. Most often, they want concrete benefits. 

Do #3 

Be completely honest and precise about course purposes and description. We described 
our first class as **job-specific." It wasn't It was departmental-specific. Many students came into 
the class expecting to learn about their particular job. They felt deceived when they realized the 
course vyork covered information that didn't pertain to their specific work. Some of the students 
left, saying, "We were told this was about my job. Some of this stuff has nothing to do with me " 
Don't 

Don't make the mistake of being inaccurate or too vague in describing course descriptions 
and purposes. 

Do #4 

Assume nothing about students' prior knowledge of a given topic. Adult learners have 
very different backgrounds in experience and education. It is better to cover a topic slowly, from 
the beginning, than to assume knowledge and have to reteach the class later 
Don't 

Don't assume everyone knows even basic material. In one course. Class #1 had absolutely 
no need for a fraction review. So when I taught math for Class #2, 1 very briefly covered fractions 
(I didn't want to waste tlie students' time or insult their intelligence). Well, class #2 turned out to 
need major help with fraction use. We had to start over. Not only was this a waste of time, but it 
also did very little to enhance tlie' students' confidence. It said to tliem, "You don't know 
something you should have known." Use your assessment tests wisely Try to group students 
according to ability. If you can't, try to have something for more advanced students to do 
individually. 



Do #5 

Remember that students have a life outside of class. Childien's lives tend to revolve 
around school. Adults' lives don't. Adults have responsibilities, problems, and stress you can 
know nothing about. Be prepared to stray from subject matter from time to time. Be flexible 
Don't 

Don't be an inflexible, goal-driven instructor. If someone is wonied or upset, they aren't 
going to leai-n. One time, I had a class come kicking the door in. Tliere had been a change in their 
depaitment that really upset tliem. The class was angiy and scared. Teaching then would have 
been futile. Instead, we spent 20 or 30 minutes talking about the change and how everyone felt. 
Once everyone cooled down, we had class. 

Do #6 

Remember that as we get older, our sight, hearing, and health tend to worsen (sad but 
true!). Make a conscious effon to speak loudly enough for everyone to heai-; write clearly on the 
board and make certain handouts are clear. Be aware that some students are on medication for pain 
or physical/emotion conditions. Medication affects how well people pay attention and retain 
information. 
Don't 

Don't be quick to judge a person as purely inattentive or disinterested. The problem may 
be physical. 

Do #7 

Listen and Care. The insunctor's attitude will make or break a class. Remember that 
everyone, including you, needs to be heard. Asking about someone's sick child or looking at a 
grandbaby's pictures speaks volumes to students. Your genuine concern will earn you the right to 
be heard. The relationships I make with students make up the most fulfilling part of my work 
Don't 

Don't treat students as numbers or problems waiting to be solved. Students ai-e people and 
desei-ve to be n-eated with respect and concern. 

Do #8 

Know your stuff. It is easy to get sloppy in your teaching. Don't let it happen. Prepaj-e for 
your classes the best you can. There is no way you can become an expert at every job or subject 
but "wmgm' it" is inexcusable. Adult students desei-ve your best prepai-ation 
Don't .7 F 

Don't be afraid to admit ignorance. I remind my students tliat many of them began 
working on their jobs before I was born. "You are tlie experts. I can't know what you know" is a 
favonte line of mine. Workers know their jobs or they wouldn't be employed. Don't be afraid to 
become the student at times! 

#9 Do 

Trust is a must. Confidentiality is essential for the success of any program. Without it, 
your program will fail. Scores, attendance, and especially comments and discussion must be kept 
m the classroom and file cabinet. Students will test your toistworthiness. My students become 
genuine participants only after they ai-e certain tliat, "As far as I'm concerned, anything you say up 
here stays up here. Anything you say can't and won't be used against you " 
Don't 

Do not divulge information. Students need a confidant and sounding board. Don't cet the 
reputation of a gossip. If you do, your program will fail. 
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#10 Do 

Be neiarai There is a fine line between employees' rights and cx)mpany prerogatives. I 
find I must be very careful to listen only and not to give my views on company policy or actions. 
A bias towards the company's position can cause alienation from students; a student bias can get 
you into trouble with the company. Remember that you don't know all the sides of a issue. 

I think of myself as a guest of WestPoint Pepperell. I am welcomed and accepted, so I am 
careful not to bad mouth my host. 
DonU 

Don't become a personnel director or an employee representative. Don't take sides on any 

issue. 
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SIGN UP SHEET 
SKILLS ENHANCEMENT 





^nrO THE OPPORTUNITY OF A LIFETD^E"! 
The Aduit/Community Education program of Florence District #2, 
Pamplico invites you to register on 

SEPT. 2U 1988, 7:30-8:30 am, Pamplico, Conf. RoQm 
3:45-4:30 pm, Pamplico, Conf. Room 
6:00-7:30 pm. Cypress C/S Entrance 

SEPT. 22, 1988, 6:00-7^0 pm. Cypress C/S Entrance 
Program offered: Skilk Enhancement courses leading to Self-Improve- 
ment, Hi^ School Diploma, GED and many other specials! 

THIS IS YOUR TICKETU! 
Conwa the Personnel office at Dclu MiUs for more information. 
. CLASSES WILL BEGIN ON SEPT. 27, 1988 



Classroom Phone 653-2684 Hours Mon-Thurs 6am- 10:30am l:30-5:30pm 



^^stratio^^^mj 



Name 
Plant 



Home phone 
Shia 



Please check one: 



Last grade completed 



Yes, sign me up now! 

I already have my GED, but I will 

pass this information on to a friend 
I can t start now, but keep me on your list 
Thanks, but I am not interested 

because — ^ 



Please check the Tuesday class and the Thursday class you would like to 
attend. (Check with a teacher in Skills Enhancement it none of these times 
are good for you. You can arrange to use the computer at other times.) 
Tuesday Thursday 

7:30-9:30 am 6:00-7:30 am 

1:30-3:30 pm 7:30-9:30 am (3rd shift only) 

3:30-5:30 pm 1:30-3:30 pm 

-t4n 




What 




CAN EARN.. 



A Quality Education Through The 
Following Courses: 

t ) Basic filf ills and Pre-ftFp - After 



completingthe course, receive a $100 

Savin 05 Bond. 

fiED- Receive a £1 00 Savings Bond 
and a Graduation Cenemonywith Caps, 
G ow ns, Ph oto5, a n d C e rtifi cates. 

3) CoTQiiulfiia- After completing the 
c 0 urs e, re cei Y e a Ce rt if icate. 
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WANTED 




A Hi^ Sehosl Diploma 



(LID. 




Sic Ming &¥ritin| SbiUs 
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\focabulary plays an important role in any job or department We learned from experience 
that within a given department, different words mean different things. And certainly between 
different departments, words vary greatly in meaning. 

One story was told of how workers in "Dept. 1" were asked to help tempui*arily in 
**Dept.2." They were told to remove "boards" from sheet sets. Well, it was only after several 
buggies later tliat someone from Dept 2 realized the mistake. It seems that to employees from 
Dept 1, boards are cardboard fillers which stiffen folded sheets. To Dept 2 employees, "boards'* 
are panels bent around the sheet set, showing the finished product. That is what they wanted 
removed - not the fillers. Needless to say, time and money was lost tliat day (not to mention a few 
tempers!). 

Our vocabulai-y work was done on Macintosh computers. At first, we designated about 
two weeks to be nothing but vocabulary work. Later, however, we decided to spend two classes 
on computer vocabulaiy work and then combine vocabulaiy work with math. This gave students 
variety and a cliance to recuperate from matli material! 

Vocabulary Pretests 

\bcabulai-y is pretested by using an Oral Reading Test (ORT) and sentence writing. The 
ORT is comprised of about 170 words in lists of 10 words each. The words are selected from task 
analysis research. Students ai'e asked to read the words aloud. Their score is detennined by the 
percentage of words they read correctly. If a student misses several words in succession, the 
instructor ends tlie test During the vocabulary part of the course, all the words are covered. The 
same test is given at the end of the course as a post test. 

We feel that the more effective vocabulary pre/post test is sentence writing. We developed a 
computer program which gives students 25 randomly chosen departmental words. Students type 
into the computer sentences using (not defining) the words as they would at work. For example, 
one word is "parking lot." As used at work, a student's example may be something like, "I took 
the buggy to tlie parking lot" (a place for buggies on the inside, not for cars outside). Again, at the 
end of the vocabulary course, students are given 25 different words as a post test. The computer 
program prints students' work. 

\bcabulary insnuctioii is almost completely computerized. Because the Macintosh 
computer plays such an important role in vocabulary instruction, we spend tlie fust "computer day" 
using the Mac Tour, This softwaic familiarizes students witii the Macintosh computer and, more 
importantly, gives them practice using a mouse. The tour is very user friendly and a lot of fun. By 
the time they complete the tour, students are prepaied to use our vocabulaiy program. 

Our vocabulai-y computer program gives us great freedom in insa-uction. The progi'am's 
vocabulai-y section is called Word Review. 

In Word Review, about 130 words are presented to students in lesson format. Each lesson 
has about 10 words and five activities to help students master tlu words. 

Tlie first activity. Word Review, simply defines the wo-ds. 

Multiple Choice gives a definition for which students choose the appropriate word. 

Word Knowledge gives the definition and has students "scroll" througli the list of all 10 
words until the correct one appears and is cliosen. 

Word Challenge is a game. Students see a sentence defining a woi'd. but the word is 
missing. Students must move a **little man^* to **shoot^^ the coirect word from four choices. Since 
this activity begins witli a trumpet call, it is always easy for ever>one to tell who is doing it! A 
timer and score keeper, along with sound effects, makes this a real favorite. We keep a list of 
highest scores for competition's sake. 
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Sentence Completion is tlie final activity. Students are required to type in tlie correct 
vocabulary word for its definition. An incorrect answer gives the student a liint. Another miss 
spells the correct answer. 

This activity is used to advance students to the next lesson. More than one miss on the first 
try prevents the student from going to the following lesson (die computer automatically advances 
lessons). For some students, this activity is the least favorite. Not only is it tlie most difficult, but 
any deviation from previous spellings of vocabulary words scores a miss. Even incorrect spacing 
is considered a miss. Sometimes this frustrates students greatly. Since it almost became a typing 
test instead of vocabulaiy assessment, we finally resorted to giving students vocabulary lists "for 
spelling purposes only." 

Overall, Word Review is a very effective tool for vocabulary instruction. The Macintosh 
program lets us to enter any words and program our own sentences and definitions for all five 
activities. Since the program is computerized, instruction is individualizes and unpressured. We 
highly recommend this program. 

Other Vocabulary Things We Do 

In addition to c omputer instruction, classes are held on forms (reading and completing 
different forms found in departments), signs found in departments, and even memo writing. 
Memo writing exercises prove useful. Often when employees complain or make suggestions, no 
one who can make changes knows about it In the class, students learn how to submit ideas in 
proper memo form. Our students were pleased when their memos were acknowledged in written 
responses. Not only did this let students know that their ideas count, but it also taught them how 
important it is to express ideas properly. In addition to the above, review exercises like puzzles 
and word-search stories are used to reinforce vocabulary knowledge. 

Sq&iniwfflir® W® HJs® 

Macintosh Basics, Apple Computer, Inc. 

- Gives an excellent "tour" of the Macintosh computer. Topics include: Getting Around in 
Macintosh Basics, The Desktop, and Creating a Document This program is very user friendly and 
a lot of fun. It really helps people adjust to the mouse and Mac. 

Workplace Vocabulary Builder, TobyCat Productions 
201 Martin Drive 
Clemson, SC 29631 
Bill Fisk (803) 656-5119 

- Software for customizing vocabulary instruction. Allows you to enter any number of 
vocabulary words and sentences. Five activities. Good program. 
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Screens from the Vocabulary Progr 





n: Multiple Choice 



ging more than the required amount to fill an 



errun 
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Section: Sentence Completion 




Pailetizin Q positi_Qn refers to the organization of 
cartons on a pallet. 




BEST COPY AVAHACU 



Name: 



Pillowcase Oral Keadins Test (PORT) 
Date: 



Lisa 
no 
tod 
hem 
bar 
not 
put 

OQ 
Off 

' cam 
cut 



•'..heads 

. mm 

. Stan 

14. water 

5. traps 

^. stand 

. lock 

. reset 

1^. roll 

10. lolU 



USLI 
1. sew 

by 
lift 
out 

lOUU 

«belt 
7. bclu 
S. air 

9. loop 

10. for 



2. 
3. 
4. 
5. 
6. 



rags 
mark 
bulk 



I. 
Z 
3. 

4. foot 
5. 
6. 
7. 
8. 



fork 
oU 
hems 
next 

9. Ump 

10. stop 



1. 
Z 
3. 
4. 
5. 



wap 
hook 
more 
pick 
slip 



6. <jown 
I feed 

units 



10. V-Belt 



fJst S 



1. seam 

2. hose 

3. flats 

4. shaft 

5. disc 

6. step 



doff 
one 
wute 



10 uni 



1. fault 

2. wheel 

3. chain 

4. label 

5. puUout 
6.. plate 

7. folder 

8. stock 

9. broken 

10. blow 



1, lengjh 

Z un^jtond 

3. cloth 

4. puller 

5. sensor 

6. stack 

7. stitch 

8. henuner 

9. free 

10. scray 



UsL2 

border 
work 
buggy 
forwaxd 
knife 
loopeis 
panel 

8. piping' 

9. winder 

10. piece 



List 10 

1. bundle 

2. creel 

3. tension 

4. screws 

5. ready 

6. easy 

7. roUer 

8. rollers 

9. needle 

10. gasket 



Usui 
. rolled 

2. temple 

3. boWn 
*. throat 
. dancer 
, foaning 

7. roodoo 
I. larger 
selvage 
f. button 



Usui 

1. turning 

2. guide 

3. without 

4. counter 

5. thread 

6. center 

7. tickets 

8. U*boards 

9. shrink 

10. relays 



1. faultt 

2. sutic 

3. ' storage 

4. machine 

5. control 

6. L-Sealer 

7. clocked 

8. station 

9. T.CCard 

10. pressure 



Usui 

1. di^ttser 

2. haaidous 

3. transfer 

4. fabric 

5. trimmer 

6. device 

7. backward 

8. conduit 

9. creases 

10. display 



TEE — 

L material 
^ stackers 

position 
transpon 
3. stacking 
6. blinking 
conveyor 
breakage 
emergency 
tu. production 



1. J-boads 

2. maniil 

3. sewii.g 

4. process 

5. alignment 

6. crossfold 

7. ovcriock 

8. register 

9. spiQckett 

10. sUpboard 



List 17 

1. pneumatic 

2. proximity 

3. tolerance 

4. distribution 

5. micro-switch 

6. pillowcases 

7. compensating 

8. requisition 

9. automatic 

10. electricity 



Listl, 
Ust2. 
Ust3, 
U$t4, 
Usi5. 
list 6. 
Ust7. 
List 8. 
Ust9_ 



. List 10 _ 

. UsiU _ 

. List 12 _ 

. Ustl3 _ 

. Ustl4 _ 

. List 15 _ 

List 16 _ 

U$tl7 _ 

Raw Score: 



Sample of the Oral Reading Test 
and a Vocabulary Activity 



THE THREE BEARS 
(sort of) 



Onc« upoh a tim«. there were three boars. Thay lived In a ply-wood forest 
called •BfushhjeiD/ Now, these bears were dose-kpiL Ska an A-fram$ house. Other 
bears always commented on the grinning , happy family. 

Papa Bear was a big hunk of fur. In his teen-cub days, he was known as 
somewhat of a smooth oeeralor. He used to work In tha hof>ay harvesting txjsiness 
and had a few raw edoes in his personality. But now. Papa definitely was in the family 
scene. He liked to jog each morning before breakfast. In fact, you couW see him 
tfucking it before sunup, always trying to get to the next tot of trees faster than he did 
the day before. He was like the Bill Cosby of bears. 

Papa was married to a trim bear-chick with a sweet face name d Mayflower. 
Mayftower enjoyed wearing her favorite f jannel bath robe as she f ixed breakfast. Her 
robe had a pretty yellow la^ and a graen ruffle . Even with roHeis in her fur, you could 
tell she was a first-ouality mom. Mayflower's main activity was to feed her hubby and 
cub. For fun, she enjoyed watching -WhgaJ p| Fortune;" it was her favorite program. 
She also Kked to sew simple things that didn't require too many stitches - like 
ctothespin bags. What she couWnt sew, Mayftower wouW go out and shop for. 

Papa and Mayftower had a bear-cub named Bob. Bob was a young thing, not 
tong out of the cub cradle, but he was very rambunctious. His favorite thing was 
fishing. Most momings. Bob wouW dgfl his fishin* cap to his mom. grab his rsd and 
cre_el_and run off . He went down time and time again to has favorite fishing hole. 

Bob had built himself a playhouse at the river (well, he had a littto help from 
Papa). He called it the n/Vatertiou$e / and it was some cad- The Waterhouse was on 
a raised ^latffiOD made of r ailroad boards . Bob used a rope to hoist himself up during 
fishing bfgahs. In his pad. Bob had a bedraU of rags he made by tearing materia l. 
Sometimes he would spend the night. Lighting a candle he had fixed on an old tunie 
shell. Bob would read one of his favorite bedroll books before going to sleep. He had 
Winnie Itlfi tOSih^ Jht Bernstein BfiaiS. and, his favorite. Teenage Mutant f^Hflia Bears 
Take Sherwonri Fnfft<^|, 

As you can see, Bob was a good cub, and he and Papa and Mayflower had a 
happy, quiet life together. But that all changed one morning when the happy family 
decided to picnic at the Waterhouse, and. while they were gone, had an unexpected 
guest visit their house. 



(to be continued - maybe) 
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TobyCat Productions 

announces 

Workplace Vocabulary Builder 

(currently for Macintosh only) 

Workplace Vocabidaiy Builder is an easy-to-use piece of softwai-e that is the perfect tool for 
helping your employees with workplace specific vocabulary instruction. As a Hypercard-based 
program it acts as a template that allows you to input your workplace specific vocabulary. You can 
set different levels of vocabulary difficulty and determine what level of mastery an employee must 
reach before the program automatically moves the employee to the next level. Workplace 
Vocabulary Builder also allows you to input your own sentences for use in vocabulary 
comprehension exercises. In this way you also control the level of difficulty and construct your 
own sentences at the knowledge, comprehension, application, etc. levels. Add and delete words 
and/or sentences as much as you like. In addition, the program automatically keeps a record of 
each employee's performance. 

In Workplace VoQabidaiy Builder employees choose from five different activities in working 
with the words and definitions you have chosen to input. 

Word Review — Here the employee can browse through the words and definitions 

that s/he will be studying in the other activities. 
Multiple Choice - Here a definition is presented and the employee must choose 
which of three presented words is correct. [Words presented are chosen 
randomly from the current list the employee is studying. Missed words are 
recycled back into future presentations.] 
Word Knowledge - This makes it a bit harder Now, using the entire list, the 

employee must chose which word goes with the presented definition. 
Word Challenge! - This is a fun game for review and practice. In Round #] the 
employee must get the on-screen character to "shoot" the correct word, given 
three choices, to score points. Speed and accuracy count. In Round #2 one of 
your inputted workplace specific sentences appeal" with a blank for the word. 
Once again the employee must "shoot" the conect word, from three choices, to 
score points. 

Sentence Completion - Finally, the employee is asked to type in the coirect word 
to complete the work -specific sentence [that you have created], Peifo: iiance 
during this exercise is monitored and recorded automatically. Based on the 
mastery criteria you have selected, the employee is moved back to review or 
on to the next level of difficulty when finished with this activity. 
Workplace Vocabulary Builder is the ideal program for building employees' 
job-specific workplace vocabulaiy because: 

1) You can customize it. You decide on the vocabulary words, the sentences and 
their difficulty, and the desired level of mastery. 

2) With a sequence of progressively harder vocabulaiy lists and teacher set 
mastery level criteria, you control and can individualize programs. 

3) With a series of progressively harder activities and choice points for reviewing, 
students can further individualize their own progi*ams. 

4) Students will find it fun and non-intimidating. 

5) You can afford it. A site license for up to 10 machines is oii^y $495. 

For more information, or to order: 

write: TobyCat Productions, 201 Maitin Drive, Clemson, SC 29631; 

To order send $500 ($495 plus $5 shipping and handling). 

Make checks payable to TobyCat Productions, 
call: Bill Fisk ai 803-656-51 19 or 803-654-7437 
fax: to Bill Fisk at 803-656-031 1. 
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Ask many employees what kind of math they do on their job and the chances are great they 
will say, **none." At least this was our experience. However, almost without exception, everyone 
does some type of math on their job. 

For math pretesting we used McGraw-HiU's Test of Adult Basic Education (JABE) locator 
The TABE locator has 25 multiple choice questions covering basic math (+, x,^), fractions, 
decimals, exponents, and negative numbers. 

Our problem in using the TABE was two-fold. First, the format of the problems ("add 
these two fractions") does not relate clearly to work situations. (Who uses multiplication of 
negative numbers?) The second problem is that for the TABE, students cannot use calculators, but 
at work they do. In retrospect, we realize we need to develop a department-specific pretest for 
math. For grant purposes, a standardized test was necessary, but for instructional purposes it was 
highly inadequate. 

At the end of the math class, the TABE was readministered as a post test. 

Wttma W(fi DDdD M CQsiss 

Math classes last about two weeks (they are combined with vocabulary instruction). We 
use the review sections of Number Power 7, 2, and J to discuss math skills. Most students are 
proficient at basic functions, but fractions and decimals can pose problems. Since work is run in 
dozens, most fractions used in production jobs here are (x/12). Students can work with x/12 fairly 
well. However, when mixed fractions or improper fractions are used in problems, there is some 
difficulty. Decimal work can be difficult, also. Employees use decimals often - at home, work, 
bills, etc., but they use calculators when dealing with decimals in real life. They could not in our 
class. So decimal reviews are necessary. 

We developed math worksheets specific to departmental needs. "How to figure pay," was 
popular among hemmers. Probability lessons were interesting to people who wanted to learn the 
chances of bad work being discovered by quality auditors. 

Sometimes instructors in math classes felt like they were training students to pass the TABE 
- not to work more efficiently. Correlations between fraction work and job needs were fairly easy 
to show. But exponents arid negative functions are not used in everyday life. However, we found 
that very few students resented learning "useless" math. They enjoyed being able to solve 
problems without calculators ("I used to be able to do this in school," was a common reaction). 
And many people wanted to learn basic math so that they could help children and gi-ajidchildi en 
with homework. 

Overall, we feel math to be our weakness in the program. We plan to develop very job- 
related worksheets and pretests for math classes in the future. 

WlbM We Use 
Tests of Adult Basic Education (TABE), Forms 5 & 6 
CTB/McGraw-Hill 

2500 Gai'den Road, Monterey, CA 93940 

- Locator test for basic vocabulary and math skills. Students choose from four words 
synonymous to a given word: 25 problems. 25 multiple choice math problems covering +, x,r, 
fractions, decimals, exponents, and negative numbers. 

Number Power series 

Contemporary Books, Inc. 

180 North Michigan Avenue, Chicago, IL 60601 

- Atti'active, adult-geared series. Good explanations and practice exercises. 
Pretests and reviews. Word problems. Answers given. 

Number Power I: covers addition, subtraction, multiplication, and division. Pretests and reviews 

each section. Answers in back. 

Number Power 2: fractions, decimals, and percentages. 

Number Power 3: basic algebra. 
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QUALITY LESSON 



1 . The auditors draw numbers to determine who they need to audit during their shift 

Activity; Everyone draws a number before the class starts. I will throw the set of 
dice and the person that has the same number as the dice wins a prize. ( 6 
prizes) Then discuss how the auditors draw numbers the deteimine who 
they will audit 

2. Every buggy 

♦First Quality - auditor checks 2 4 units 

If 3 are seconds or repairs, they pass the buggy 

If 4 are seconds or repairs, they reject the buggy. (4/24= J666 - 16.7%) 

If this happens the inspectors have to check cvcrytfaing in the buggy Then the auditor will 

icchcck the buggy. If they find one bad unit, the auditor will reject the entire buggy 

♦Second quality - the auditor makes sure the units are seconds and not first quality. 



'^^^^ -^^^ .-^X^^ V- 
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(C(n)iiiiiiDiiii3Q2<Mia3®aii/IPtr®y(6am S^Qvfloag iMI(n)(dltiiQ(8 

Poor rom°r^!^!?^r.if P'^^^^^^V number one problem in both work and home situations. 
Len foTi w /".''^r production, accidents, loss of time, loss of relationships, and 
even loss of life. We first offered communication as a three-part, two-week class (four class 
penods). However, we soon realized the need for more class time devoted to the topic. Students 

7nr.rr^r.ttTT' 'l^''- '^^'^ ^^'^ ^^'^ ^^'^ '° ^lo"g better with coworkers 

and supervisors. They also wanted to improve relationships at home. We were delightfully 

:^"^/f communication classes. Eventually, new students in the program 

would ask When ai-e we doing communication? Everybody says it's great!" We even had 
students who said they were coming just for the communication module. 

A . the second department, communication had become a three-week class One week was 
devoted to each of three modules: Communication (a discussion of component and b^er' ir 
communication) Listening in the Workplace, and Solving Interpersonal Conflict.^ustSor; our 
last departmental class, we found a book called the Two Sides of Love. The mateiil from this 
source was so inniguing that we decided to substitute it for the Communicatirmodule 

Omr CoDiuiiniiQaQQcaflQiiDaQ MoDdliiilliss 

The Animal in You 

T » 5^^' 0^5^ of communication is devoted to material found in Gary Smallev's and John 

Trent s The Two Sides of Love. This book discusses personality types and^ays people can iSter 
S^TontT.f f ? ^haracteiizes personality "bents" (oi p^spositions L ?ekting to l^e 
and people) as four animal names: Uons, beavers, otters, and golden renievers. The bcoklives a 

^^"^^ balance in relational style befween tS 

hard side (lions and beavers) and the "soft side" (otters and retrievers) ^^^^^en the 

Yn„ " ^^"''^Pu^ °^ compiled them into a booklet we call 'The Animal in 

a^ a Lion Beavero«e7o?r^ ^"^f^* "^Y^^"^^ categorizing sSt 

as a Lion, Beaver, Otter, or Golden Retnever (or maybe a combination). The remainder of class 

oTrlTmals'°''""^ ^'"'"^ characteristics of the respective "aninials" and Zt ^t^^^^^^ 

Most students have never taken any type of personality survey It is a revelation that all 
payle have a basic way of relating to life and other" This m^ule o^pens ^e doono Hvet 
fa~a coSr^'lJo people "make us feel funny" helps'ltudents ^ oS^^^ 

Ko "^'?""^^". by favorite class of the entire course. Students take the survey home 
and have discussions with spouses and children. We get positive feedback from pSanT 
Home and work relationships do improve when we are aware of how we relaJTJoCS people. 

Listening in the Workplace 

emDloy^s''ou?LklS'T'r' P'^""'' ^^'^^^'^ '-^nd to make good 

employees. Oui Listening module encourages students to explore their own listenine habits hv 
having them complete a listening suivey. In the class, student leani dgrspecS w^^^^^^ 
improve then- skills in listening to others. Most students realize thd^: need Ste tetSs teners 
J^.ZfA:''1'T^ i" ^-"^T^ ""^ We use infomiation learned in^'Anl^ar' to empS^ 
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Solving Interpersonal Conflict in the Workplace 

TTie last week of communication class is Resolving Conflict. Eveiyone has conflict at 
work and home. Learning ro resolve confUct is a vital pan of Ufe. This module discusses issues 
such as what causes conflict (i.e. personality, and work style), and how to resolve conflict when it 
anses. tor this module, we use a two-part video. The first part shows a conflict developing 
between two workers. We discuss what type of conflict it is and how the class would solve it, 
me next video shows how the coworkers resolve their problem using a five-step approach to 
problem solving. 

Since the steps used in resolving conflict are the same as those used to solve basically any 
type of problem, we discuss problem solving in relation to conflict resolution. 

By the time this module is covered, students have been together seven weeks. A great deal 
of trust and camaraderie has been developed. Students tend to be very relaxed and free to share 
past and present expenences of conflict As always, we have a review test at the end of the 
module. 

Many people assume that eveiyone has experience in small group interaction and sharing 
This is not the case. We believe the enthusiastic response to our communication module is easy to 
explain: we all want to be able to express our views and experiences and have people listen 
Many Umes students express opinions and ideas they never have shared before. They talk about 
things that hurt, help, and concern them. Communication class allows students to interact with 
others m a way most of them can not in any other place. 

A communication module is a necessary part of any workplace program. It helps 
employees icarn how to operate in small groups and to express themselves constructively As the 
will bl°^Sl ^ mdustnal team management continues, the skills learned in a communication class 

Wlhaa Wee HJs® 

The Two Sides Of Love, Gary Smalley & John Trent: Focus on the Family Press 

- This book looks at the way we tend to relate to life and others. In an easy-to-understand 
manner, it explores four basic personality types and shows how these personalities relate 
ExceTnt reSgr^"" "^^^'^ personality survey Describes steps to balance our personalities. 

Communicating in the WorlqAace, Module 1 of Applied Communication 
Agency for Insti-uctional Technology 
AIT, Box A, Bloomington. IN 47402 

- Describes the communication process, its components and barriers. 

Listening in the Workplace. Module 1 of Applied Communication 
Agency for Insti-uctional Teclinology 
AIT. Box A. Bloomington. IN 47402 

- Discusses tlie importance of listening at work. Contains listenine siiiA'eys and 
tips for bet'er hstening. - ^ 

Commumcatingto Solve Interpersonal Conflict, Module 12 of Applied Comnuinication 
Agency for Instructional Technology 
AIT. Box A. Bloomington, IN 47402 

- Describes conflict and some of its causes. Discusses ways ro prevent and resolve conflict 
C^nivt'^^'^i supervisors Uses Video 12A, "Communicating to Solve Inteipat^^^^^ 

'^"^ ^"^odf "0", a.'^d Video 12B. "Solving Inteipersonal Conflict Successfully " to 
simulate conflict and resolution at the workplace. c^j>»uuy. lo 
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A Discussion of Personality ^ 

Aom TAe Two Sides of Lave <> 




Review Test Samples 
Animal Zoo Review 

Qirflctions! \J%% L, 8. O. or G to idtnlify th« (oilowing tninul* types: 

1. II stems like Julie knows tveiyone in (ht olanl! 

2. This oowodctr iikes to t«U you «vtia( end how to do things. 

3. Medeline loves J.P. Stevens * ehe*{t stay here no matter what. 

4. Sometimes I wonder if Cethy ever thinks abodt the consequences 

of her ections. 

5. Mary can make quick end •final* decisons. 

6. Steve can reaKy analyze e problem end decide how to solve a. 

7. Connie is really good et listening to you. 

6. This supervisor gets reeliy upset when you esk a question. 

9. Sometimes you wonder if 8arry evBf ukes his job senousiy. 

10. Joyce cant stand to do something half-way. 

^1 1 . That guy doesnt know the meaning of the word *fleUj(.* 

12. Peul ^atlls small ttlk. 

13. Sometimes Mark looks mad all day wtien he's trying to get 

something <fone. 

14. Bertha takes %SL long to make dedstons - but they're usuelly 

right. 

15. Kyle doesnl have many friends, but those he has. he reafly 

knows well. 

16. Joey tends lo do whatever his friends do - even if it isn't 

smert. 

17. When Anne was cfitisized by her supervisor^ she didnt say 

anything. She just got real quiet 
IS. Susan sent me e card on the enniversary of my father's death. 

19. Jan doesn*t pay attention to detailed instruction very well. 

20. Marge tends to get upset when the way we do something 

changes suddenly. 



Name: 
Oa(e: 



Name: 
Date: 



LISTENING SKILLS REVIEW 

A. Put e check In front of the examples of good f tter.:'ig tedv^ques. You a^e Sstenlng 
to e oo-worker named Beih. 

1. Wowf LooketBeth'seanlngsl CoooenCrate on them instead of what Beth is 

saying. 

2. Think about what you're going to say as soon as Beth gets quiet 

3. Look et Beth's face white she is speaking to you. 

4. Keep asking Beth questions in the mkMIe of her sentences. 

S. Fake fstening to Beth; rs better than hurtit^ her feefings by acting bocMl 

€. Respond wfth phrases f ke. "You dont understand the situatwn. Beth,* 

7. Just assume you understand what Beth .s saying. Alter a«. you dont woni 

to took like you dtdnl undersund her. 

8. Afier Beth has finished evpiaioing en idea« ask her questions. 

8- Use your lime efficiency. Plan your supper menu while Beth is speaking. 

10. When Beth gives you a bunch of things to do. write them down. 

1 1 • When Beth says she needs to talc lo you about something very Importam. 

tell her that you can f sten while you work. 

12. Beih has no idee what she's Ulting about, and you kaottit 



B. Try paraphrasing the foUowfng ttetement: 

This new way of doing things it stupidest thing - it'c 

rrt 



Ooir)g to workr 



RESOLVING CONHJCT REVIEW 
1. Two major souroos of oonfikt in the workpiaoe are: 



1. 



2. Number the five (5) steps ki the Systemaik; Probiem-SoMng process in their 
proper order. Write the numbeis 1 - S. 



, Seiecf e sokitk)n 

. Act on the sok^n 

, Investigate the problem 

, Test and evakiate the sokitk}n 

. Identify pos3bie sokJtions 



3. Match the fotlowrfng types of bosses with the appropriate personafity eno work-style 
characterisik:s. Each answer is used only once. * 



. 1. Mixed^UpBoss * 

. 2. The Backer 
. 3. The Double Boss 
. 4. Comptalner Boss 
. S. Quiet Boss 
. 6. Nice Boss 



A. gives orders in e kxid voice end sounds 
rough 

B. gets upset end confused 

C. doesnt say much, wtiether good erxJ bad 
0. there's roa* than one twss you answer lo 

E. seldom f^ppy witt) what emptoyees do 

F. helps you learn the right way to do things 



4. Match the best responses to give the appropriate type of boss. Eacftensw«r«s 

used only once. 
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1. Mixed^pBoss 

2. The Backer 

3. The Double Boss 

4. Complainer Boss 

S. Quiet Boss 

6. Nk^Boss 



A. do what you'rs told and dont berk back 

B. ask them if you're do<ng e good fOb 

C. ask the boss wtitch 01 2 different orders you 
shoukf do 

0. MMk God for them and «vofk your besti 

E. try not to take the negMrve comments too 
personaNy 

F. « she's busy, ask another expenenoed 
worker what you sho4iid do 



2J 



2C0 



Quest ionna ire 



DEPT: 
Attitude 



SUPERVISOR: 



.( ) EMPLOYEE: 



1* comments about company (attitude toward company) 
rating (circle one number): 1 2 3 4 5 6 7 

l=mostly negative 5=good & bad comments 

2. enthusiasm toward job 

rating (circle one number): 1 2 3 4 5 6 7 

l=hates Job 5=Job is something to do 

3. gets along with and is positive to other employees 
rating (circle one number): 1 2 3 4 5 6 7 

l=veiy negative 5=good & bad interactions 

&/or loner with other employees 

4. gets along with and is positive to supervisor 
rating (circle one number): 1 2 3 4 5 6 7 

l=ivery negative 5=good & bad interactions 

argues or doesn't talk with supervisor 

Persoiuditu characteristics 

5. enjojrs and attempts to cooperate with others 
rating (circle one niunber): 1 2 3 4 5 6 7 

l=not cooperative 5=sometimes cooperative 



8 9 10 

10=mostly positive 

8 9 10 

10=loves job 



8 9 10 

10=very positive 
with other employees 



8 9 10 

10=very positive 
with supervisor 



8 9 10 

10=always cooperative 



6. is dependable (and reliable) 

rating (circle one number): 123456789 10 

l=not dependable 5=sometimes dependable 10=always dependable 

7. works well when not supervised 
rating (circle one number): 12 3 

1 =rarely 5=sometimes 



4 5 6 7 



8 9 10 

10=always 



Skills and abiUties 

8. expertise 

rating (circle one number): 1 2 3 4 5 6 7 

l=unable to do job right 5=average skills for job 

9. conmiimicates in speaking 

rating (circle one number): 1 2 3 4 5 6 7 

l=never seems to 5=answers most questions 

answer questions fully all right 

10. commimicates in writing 

rating (circle one munber): 1 2 3 4 5 6 7 

l=never seems to 5=answers most questions 

answer questions fully all right 



11. math skills for current job 

rating (circle one munber): 1 2 3 4 5 

l=makes many mistakes 5=can do any math 
due to lack of skills needed for job 



6 7 



8 9 10 

10=very best at job 



8 9 10 

10=always gives clear, 
detailed answers 



8 9 10 

10=alw£ys gives clear, 
detailed answers 



8 9 10 

10=can do much more 
math than needed 



12. math skills (general) 

rating (circle one number): 123456789 10 

l=can do no math 5=can do basic +,%x,/ 10=can do any math 

13. reading skills for current job 

rating (circle one number): 123456789 10 

l=makes many mistakes 5=can read anything 10=can read much 

due to lack of skills needed for job better than needed 

14. reading skills (general) 

rating (circle one number): 123456789 10 

l=can not read 5=can read basic things 10=can read most 

like newspaper anything 

15. decision making skills (seeing & thinking about different choices) 
rating (circle one number): 123456789 10 

l=thinks of few S^thinks of some but 10=thinks of most 

possible choices not all choices all choices 

16* problem solving on the job 

rating (circle one number): 1 2 3 4 5 6 7 8 9 10 

l=always asks for help 5=solves some Job 10=solves most job 

with job problems problems by self problems by self 

17. understands qualify control 

rating (circle one number): 123456789 10 

l=does not understand 5=under5tands somewhat 10=c£in fully explain it 

MotiMHitiDn 

18. interest in job advancement 

rating (circle one number): 123456789 10 

l=no interest 5=some interest 10=veiy interested 

19. potential for dvancement 

rating (circle one number): 123456789 10 

l'=iunlikely to ever go 5=may advance to some 10=will clearly advance 

past current job higher positions far beyond current job 

20. interest in taking classes for improvement 

rating (circle one number): 123456789 10 

l=no interest 5=some interest 10=very interested 
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PALS 
Adult Reading Courses 

Adidt literacy brings many images to mind. The term is used for everything from job skill 
development to enrichment of basic skills to development of new knowledge bases. At its heart, 
however, adult literacy represents the birth and growth of reading skills necessary for life in 
modem society. 

Reading skill development remains an important part of the Skills Enhancement Classroom. 
Thirty-three students have taken advantage of PALS cla^^ses; fourteen students currently continue in 
this program. Some reading students who began the program at its inccotion two years ago arc 
still active students in the RALS program at J. R Stevens. Some students who began as non- 
readers now have the skills to read their own mail and some newspaper articles. Many who began 
as functionally initiate have raised their reading skills by several levels. Some of these arc 
beginning to see the GED as a feasible goal. 

The PALS program at J. P. Stevens incorporates several educational strategies and includes 
support from plant management For tlie non-reader, curriculum includes Laubach tutors, IBM 
PALS computer-assisted teaching, and one-on-one instruction with Steck- Vaughn's Reading for 
Today series. Reading groups, Steck-Wdiughn's Reading for Tomorrow series, and 
individualized teaching are available for readers with greater, though limited, skills. Plant 
management support includes pay for 50% of student time spent in class, financial support for 
recognition banquets, and encouragement for progress from concerned supervisors. 

The Laubach Way to Reading series includes five skill books and correlated readers. A 
trained volunteer tutor guides learning and is probably the key to the progrtim's success. This 
classroom has had the good fortune to receive the support of several community volunteers in 
Laubach tutoring. 

The IBM PALS program succeeds at motivating student interest, deepening learning 
through appeal to all learning styles, and developing computer literacy as reading literacy grows. 
The heart of the program is an interactive computer videodisc system that teaches alphabetic 
principles, sounds, reading comprehension, writing, thinking and problem solving skills. These 
skills develop while the student interacts with an interesting story he views and hears on the 
computer Using videodisc technology, students make choices using tactile-kincsthetic learning 
when they touch the InfoWindow screen, respond on the keyboard, or write responses in their, 
Work Journals. 

The PALS program emphasizes the transference of keyboarding skill.s from reading practice 
to computer competency. The emergence of keyboarding skills often increases student confidence 
and brings dignity to the adult learner in a computerized worid. 

Reinforcement of basic concepts occurs through use of Steck- Vaughn's reading series. 
Each student progresses at his or her own comfort level completing exercises, then reading orally 
and discussing concepts weekly with the teacher during two hours of individual attention. As 
student confidence and skill levels increase, more responsibility is placed on the student, and high- 
interest novels are provided for extra practice. Some students enjoy working in groups, but this is 
never forced. Quality attention is always the teacher's goal with PALS students. 

Immediate feedback, deep interest in students as persons, cooperative effort between 
student and teacher, oral reading, low stress environment, and non-threatening evaluation tools - 
all tlvse are the cornerstones of this highly successful reading program, cornerstones which Anna 
Baldwin put m place over two years ago when she began this program, cornerstones which remain 
as the most important foundation of the program today. 
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LAUBACH WAY TO READING 

Sldll Book (one each for Levels 1-5) 

Teacher*s Manual (one each for Levels 1-5) 

Q)mpanion Readw* (one each for Levels 1-5) 

More Stories (additional stories for each skill level) 

ESOL materials correspond to each text listed above 
For information on training, write to: 
NALA 

Laubach Literacy International 
Box 131 

Syracuse, NY 13210 
For information on manuals, write to: 
New Readers Press 
Laubach Literacy International 
Box 131 

Syracuse, NY 13210 

IBM INFOCOURSE: PRINCIPLE OF THE ALPHABET LITERACY SYSTEM 

(PALS) 

PALS was designed by Dn John Henry Martin, co-developer of Writing to Read. Dr Martin is 
president of JHM Corporation, a research and development conq)any for educational software* 
To contact an IBM representative about PALS, write to: 

International Business Machines Corporation 

Advanced Education Systems (AES) 

R O. Box 2150 

Atianta,GA 30055-9990 

READING FOR TODAY; READING FOR TOMORROW 

Steck-Vaughn produces tiiis sequential series for adult learners which includes teacher texts as well 
as correlating reading skills workbooks. Communication for Today and Communication for 
Tomorrow. The series includes subject matter and issues that interest adults. 
For information on the series, contact: 

Steck-Vaughn Company 

R O. Box 26015 

Austin, TX 78755 

Other publishers produce adult reading series. An example of a newly developed series is one by 
South-Western Publishing Company. Their series, LIFE (Learning Is For Everyone), "provides 
interesting material, realistic examples, practical applications, and flexible instruction to promote 
learner success and self-confidence/' This series requires some previous reading skill 
development The series is divided into tliree basic skill areas: 

Communication Skills (reading, spelling, grammar, writing, oral communication) 

Math Skills (basic matli, decimals, fractions, calculator matli) 

Life Skills (career planning, problem solving, decision making, self esteem, money 

management, finding and holding jobs) 
To contact South-Westem: 

South-Western Publishing Company 

Cincinnati, Ohio 

513-271-8811 
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General EducadonalI>5velopment(GED) program is offered to employees and their 
tamily members who have not earned a high school diploma. The GED tests are a group of five 
niultiple choice tests that are designed to measure the general knowledge and thinking sidlls that it 
takes to earn a high school diploma: 

1. Writing Skills - (55 questions, 75 minutes) 

Parti 

35% Sentence Structure 
35% Usage 

30% Spelling, Punctuation, Capitalization 

Part n (Essay - approximately 200 words, 45 min.) 

2. Social Studies (64 questions, 85 min.) 

25% History 
20% Economics 
20% Political Science 
15% Geography 
20% Behavioral Science 

3. Science (66 questions, 95 min.) 

50% Life Science 
50% Physical Science 

4. Interpreting Literature and the Arts (45 questions 65 min.) 

50% Popular Literature 

25% Qassical Literature 

25% Commentary on Literature and the Arts 

5. Mathematics (56 questions, 90 min.) 

50% Arithmetic 
30% Algebra 
20% Geometry 

Any South CaroUna resident 19 years old and older may take the exam if they are not 
currendy enrolled m a high school diploma program. An overall score of at least 225 is passing 
The student also must score at least 35 on individual tests. A student scoring 215-224 nuy opt to 
take anytests they choose. No one may be tested more that 3 times during a calendar yea£ 

The test costs $ 15.00 for all five parts or $5 per individual test 

Omir ]Pir(Dsiriiiiii 

Our GED program is about 2 years old. When it first began, most of the participants were 
recent high school dropouts. They required litde preparation in oider to pass UictesL Because of 
diis, classes were geared toward individual study at home or in die classroom The instructor acted 
as a tutor, helping students widi individual problems. 

i-nn ^^^^c M^"^ "^^^^ °^ younger students completed die program, earning dieir 

u^' S""" students were of a different educational background. These students tended 

to be older, some having not attended school in 35 years or so. Also, dieir "highest grade 
completed tended to be lower, about 7di - 9di grade. This difference in educational background 
necessitated a different approach to instruction. 

We now balance class time between lecture and individual work. English is the difficult 
subject for most people. We spent about 3 mondis of class last year covering grammatical basics 
using the Cambndge Watch Your Language series. This helped established a basis for further 
insmicuon using the Steck- Vaughn GED Writing Skills book. Essay writing skills are taught in a 
senes of discussion/Iecture classes designed by our GED instructor. This has proved very 
successful. Students are encouraged to keep a journal to practice writing on dieir own 

Basic madi skills arc usually left to individual study using Contemporary Books' Nun^ber 
t ower senes. However, basic geometry and algebra are presented in lecture over the course of 
monUis. Contemporary Books' series provides excellent material on geometry, algebra and word 
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problems. 

The Social Studies, Science, and Literature/Arts tests are basically reading comprehension 
tests. They are not primaiily tests of prior knowledge. Students are encouraged to read any kind 
of material in prepaiation for the tests. We had one student raise his GED score to passing by 
reading the Sunday paper over the course of the week. We provide students Cambridge's 
Snapshots, books 5 - 8, This series offers a collections of reading geared toward adults. The 
articles and stories are excellent, and each ends with a review section questioning students on what 
they read. We have had no complaints about Snapshots (Does tiiat tell you something?!). 

In addition to Snapshots, we offer students Steck-Vaughns's GED Social Studies, Science, 
and Literature and the Arts books, especially if the students are retesting in those areas. Recentiy, 
Literature and the Arts has been incorporated into lecture/discussion classes. 

When a student expresses interest in getting tiieir GED, we ask the if they would like to 
take a practice GED test (We do not make tiiem if they do not want to). If tiiey do, we give them 
the Official Practice Test of the GED Testing Service. We do not enforce time restrictions. The 
students may take 2 - 4 class periods to complete the test The test is scored. We prefer a score of 
240 or above before recommending a student take tiie real GED, Most students scoring between a 
200 - 225 begin work in Number Power 2 and the GED Writing Skills book, A lower score may 
necessitate pre-GED work (such as Watch Your Language), Occasionally we recommend a student 
to our PALS program if reading is exceptionally low. 

Class times accommodate shift changes. Our students attend on their own time (unpaid 
time) usually before or after a shift. Some students who work 12-hour shifts attend on their days 
off. Our classes meet 2 hours, twice a week. Class attendance is highly encouraged but not 
mandatoiy. However, it has been our experience that students enjoy class and see it as a necessity. 
Many students realize that they simply will not do classwork at home - too many otlier things to do 
there. One student described class as "the one thing I do for me. It's my time,'' 

Our classes aie on-going. They do not have a beginning and ending date. A student may 
be in class two months or a year-and-a-half. Students work on their own pace. There is no 
pressme to keep up with other students or to take the test at a certain time. 

When students complete basic materials (i,e. Number power 2 and Writing Skills), they are 
given a different pretest. If their score reflects a good chance of passing, they aie given a series of 
biush-up classes. Usually several students plan to take the GED at the same time. We have found 
students not taking the GED enjoy brush-up classes, too. It gives them sometiiing to shoot for. 

Students pay testing fees, but we handle the application process. When about 20 students 
have earned their GED, Uie company sponsors a full-blown graduation ceremony and gives each 
employee a $100 Savings Bond. Usually graduation is on a Saturday night at Clemson University. 
We frame certificates, provide invitations, caps, gowns, and a reception afterwards. This makes 
all the work and time (for both xht students and instructors) worth it. It is the event of a lifetime 
for many graduates, and seeing families rejoicing over their parent's or spouse's or children's 
accomplishment makes it the night of tiie year for the instinctors. 

English 

1. Test of General Educational Development, Official Practice Tests. Fomis A A, BB 
CQ DD. 

GED Testing Seivice, American Council on Education, Prentice-Hall, Inc. 

- Test booklet, half the length of th^ real GED tests. Comes with answer sheets. 

2. Teachers Manual for (he Official GED Prentice Test 

American Council on Education, Steck-Vaughn 

- Scoring Manual for practice tests. 

3. GED Application 

SC Department of Education 
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Adult Performance Assessment/GED Testing 

212 Rutledge Building, 1429 Senate ST, Columbia, SC 29201 

(803) 734-8347 

(schedules and sites of test available upon request) 

4. Watch Your Language Books and Workbooks 1 & 2 

Cambridge, 888 Seventii Avenue New York, NY 10106 

' Book and woricbook covering basic grammar (i.e. "What is a sentence," 

adjectives, adverbs, etc.) Excellent source for establishing basic grammar 

construction. No answers given. 

5. GED Writing Skills 

Stcck- Vaughn Co., P.O. Box 26015, Austin, TX 78755 

- Workbook designed for GED testing. Excellent but rather advanced explanations. 
Exercises, mini-tests, and pre/post tests based on GED format Covers the three parts of English 
usage tested on GED. Good source for students with a good English background. Answers 
available with explanations. 

Math 

Number Power series 

Contemporary Books, Inc. 

180 North Michigan Avenue, Chicago, IL 60601 

- Attractive adult-geared series. Good explanations and practice exercises. 
Word problems. Answers given. 

Number Power 1: covers addition, subtraction, multiplication, and division. Pretests 
and reviews each section. Answers in back. 

Number Power 2: fractions, decimals, and percentages. Same format. 
Number Power 3: basic algebra. Same format 
Number Power 4: geometry. Same format 

Number Power 5: graphs, tables, schedules, and maps. Good resource for these 
types of skills. Same format 

Number Power 6: Word problems. Excellent source for working word problems. 

- Describes word problems and steps in solving them using basic math skills. Our students who 

have word problem problems (doesn't everyone?) like tiiis book. 

Reading Comprehension 

Snapshots, A Collection of Reading for Achiits 

Cambridge, Prentice Hall Regents, Englewood Cliffs, NJ 07632 

- Excellent source of reading for adults. Each article and story ends with 6-15 multiple 
choice questions based on different levels of comprehension. Answers given wiih explanations. 
No complaints. Our student like these. Books numbered by reading levels 5 - 8. 

GED Social Studies, Steck- Vaughn. 

- Workbook designed for GED Testing covers the 5 sections of social studies on GED. 
Exercises, min-tests, and pre/post tests based on GED format. Answers available with 
explanations. 

GED Science, Steck- Vaughn. 

Designed for GED Testing. Covers areas tested. Same format. 
GED Literature and the Arts, Steck- Vaughn. 

Covers three areas on GED test. Fonnat same. 
Softwaie 

GED 2000, Steck- Vaughn. IBM. 

This program has full-length tests available on disks. Each full-length test may be taken in 
a test, explanation, or tutorial mode. A comprehensive score and analysis is given after tests. A 
set of Skillbuilder disks allows students to practice in specific areas. We have found that students 
enjoy working on computerized GED material. It gives them a change from classroom instruction, 
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Other Suggested Sources 
for Educational Materials 

You may wish to request catalogs from the following publishers who can provide you with 
infonnation and materials to enhance your GED Program. Specify that you are working with 
adults and ask for sample educational packages! 

Bright Ring Publishing 
P.O. Box 5768 
Bcllin^am, WA 98227 

Contemporaty Books, Inc. 
180 North Michigan Ave. 
Chicage, EL 60601 

Saddleback Educational, Inc. 
711 West 17th St. Suite F-12 
Costa Mesa, CA 92627 

Schoolmasters Science 
745 State Circle, Box 1941 
Ann Arbor, Michigan 48106 
Simon & Schuster Resources 
15 Columbus Circle 
NewYoricNY 10023-7780 

Southwestern Publishing Co. 
5101 Madison Road 
Cincinnati, OH 45227 

Steck-Vaughn Company 
P.O. Box 26015 
Austin, TX 78755 

Zanec-Bloser Inc. 
1459 King Avenue 
P.O. Box 16764 
Columbus, OH 43216-6764 



Phone: 714-650-4010 
Fax: 714-650-1108 

Phone: 800-521-2832 
Fax: 313-761-8711 

Phone: 1-800-395-7042 



Phone: 800-543-7972 
Fax: 513-398-9867 
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TEXT BOOKS 

GLENCOE - BUSINESS EDUCATION CATALOG 
TOLL FREE NUMBER 1-800-334-7344 
ADDRESS 3008 W. WILLOW BCNOLLS DRIVE 

PEORIA. EL 61614-9921 



TEXT BOOKS WE USE HERE: 
DOS 

WORD PERFECT 

DBASE 

LOTUS 



COURSES TAUGHT ON THE IBM COMPUTERS: 



BEGINNING 

INTERMEDIATE 

ADVANCED 



WORDPERFECT 
WORDPERFECT 
WORDPERFECT 



BEGINNING 

INTERMEDIATE 

ADVANCED 



LOTUS 
LOTUS 
LOTUS 



BEGINNING 
INTERMEDIATE 



DBASE 
DBASE 



HARVARD GRAPHICS 
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COURSES TAUGHT ON THE MACINTOSH COMPUTERS: 

PAGEMAKER 
MICROSOFT WORKS 
MACWRFTE II 
PRINTSHOP 
SUPER PAINT 
MACDRAW 



AnrTRMnAN< ^i^ nONTRACT 



Because of the number of people who want to take computer classes and the 
limited number of computers we have, it is very important that anyone sch«iuled 
for a class commit to being in class. If for any reason you must *^ss an entu-e 
class or part of a class, you can make up that tune at your convenience .by making 
iSSigem^ts with the teacher. Please read the following attendance -pohcy and 
sign and date the form. 

Att^.ndancp ^ rt^ qTiirenn <^nf.s for certificate: 

To earn a certificate in a class, you must have a minimum of 12 hours in that 
class. 

Attftndance rA(7nirement .s fnr nerfect attendance: 

lb qualify for perfect attendance, you must have a minimum of 14 hours in that 
class. 

The purpose of having an attendance poUcy is so that the teacher and the student 
feel confident that enough time has been spent in class, to learn the matenaL You 
may arrange your makeup time in any way you like to meet the 14 hour 
requirement. You are welcome to use the computer classroom more tiian the 

remiired amount if you like. T>> liHp nff tifififr Yonr TiyiTTff in dflfffi. it ven : 



I understand that to receive a certificate in my class. I must attend class for 12 
hours. To receive perfect attendance in my class. I must attend class for 14 hours. 



Signature 
Date 
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BEGINMIHG WORD PERFECT OBJECTIVES 



AFTER COMPLETING BEGINNING WORD PERFECT, EACH STUDENT SHOULD HAVE 
COMPLETED THE FOLLOWING OBJECTIVES. 

- AT LEAST 12 HOURS TO "XECEIVE A CERTIFICATE AND 14 HOURS TO 

RECEIVE PERFECT ATTENDANCE 

- LEARN THE PARTS OF THE COMPUTER 

- ACCESS WORD PERFECT 

- TYPE A PARAGRAPH 

- UNDERSTAND WORDWRAP 

- UNDERSTAND THE STATUS LINfe 

- BE ABLE TO SAVE AND PRINT A DOCUMENT 

- UNDERSTAND THE ARROW KEYS 

- INSERT AND TYPSOVER TEXT 

- LEARN DELETE AND UNDELETE COMMANDS 

- KNOW WHAT A MEMO IS AND THE FORMAT OF A MEMO 

- CHANGE THE FORMAT OF A DOCUMENT ^^^ww^wn 

- RETRIEVE DATA USING THE FUNCTION KEYS AND LIST CCOMMAND 

- START UP WORD PERFECT WITH AN EXISTING FILE 

- PRINT SINGLE AND MULTIPLE COPIES 

- CREATE PAGE BREAKS 



Course Hours 



Narae_ 



Course Name 

1 — : — — 


In each box. write date you attended class and tota 
hours you spent in class that day. 


1 i 

1 
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1 
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Seeking Support for Workplace Skills Enhancement Programs 



It is always tough to get a skills enhancement program off the ground. Especially in today's 
tightening economy, it takes special effort to start spending more money on reuaining or reteaching 
employees things you had believed or hoped they already knew. However, the fast paced changes 
brought on by technology are changing job descriptions every day. The company that does not use 
its valuable resource of experienced employees by helping them adjust to these changes will find 
itself falling behind, But are there places where assistance can be obtained? 

The answer is yes. There are numerous resoui'ces to help programs get started or move to 
new levels. The most imponant thing to remember, however, is that these sources exist lo HELP 
those who have made a commitment and are helping themselves. These programs do not exist to 
handle tlie total financial burden of skills enhancement programs. The business partner must be 
ready and willing to make a commitment to the program. 

With that in mind, we can explore several sources of help for skills enhancement work-site 
programs. These all involve working in partnership with an educational group or institution. 
There ai'e three different educational groups that businesses can "court" in seeking to establish 
these partnerships: technical colleges, adult education progiams, and four- year colleges or 
universities. Which one or ones you become partners with will depend upon what is available in 
yoiu* area, the personnel in these groups in your area, and the kind of help you seek. Let's look at 
each of these three groups and what they typically offer 

First, the technical colleges. These institutions aie interested in getting employees with 
over eighth grade level skills to enroll in their course offerings leading to a degree or certification. 
If you have a particulai* population with a particular higher level need, e.g., electricians needing 
updated training, you might airange for the technical college to offer a course right there at the 
work site. However, most of the time the technical schools offer a specially designed course for 
the employees' needs and the employee/students receive CEUs (continuing educational credits), 
not credits toward a degi'ee. In either case the tuition fees for the employee/students would need to 
be paid either by the company, the employee, outside funds, or some combination. These fees are 
based on the costs for the teacher and supplies. In SC, the governor has established 17 Workforce 
Speciahsts who each work out of a technical college. The Workforce Specialist is like a broker 
between the business and the education providers. He can airange a partnership with the technical 
college or v/ith the local adult education organization. 

Second is the adult education group in your ai'ea. Adult education (AE) is a part of the 
local school district. It receives funding from the state based on tlie number of students sei"v( d and 
the student hours of instmction. Because of this AE usually can offer a class on-site without 
charging for the teacher. If the local AE staff can provide an instructor who is qualified to teach 
what is needed, then this option is cheaper for the employee and/or employer. AE's ability to meet 
specific workplace needs may vaiy from place to place and time to time. 

Sometimes either of these two groups, technical colleges or AE, can secure outside funding 
for special projects. Examples of other funding options include grants Trom the Appalachian 
Regional Educational Commission, special Governor's grants, and Federal monies made available 
each yeai' for adult education *353" grants. 

Additional monies ai-e available in major Federal grant programs. Although technical 
colleges and adult education agencies can and do apply for tliese monies for special projects, this is 
an ai'ea to explore a paimership with a four-yeai' college or university. The higher education 
institutions and their faculty often are more experienced, have more incentive and time for, and ai'e 
better ''politically connected" lo secure major federal or private grants. Examples of current service 
grant awai'ding programs include the National Workplace Literacy Demonstration Projects and the 
Barbai'a Bush Foundation for Family Literacy. Research projects are currently being funded by the 
National Literacy Center as well as by the National Research a lu Development Ceniei s. 

To increase your chances of obtaining outside funding, remember three things: 

1) Funds ai'e awarded to groups where the business has already demonstrated commitment. 

2) Funds ai'e awarded for specific project ideas - and must be spent on doing what was promised. 

3) Know the funding source, vvhat they want, what they have funded in the past. 



HOW TO GET A PROGRAM STARTED 



Step 1: Set up a meeting with the plant manager, personnel manager, and training manager 
and discuss the need for skills enhancement program. 



Step 2: Set up a meeting with all department managers and promote the idea of a skills 
enhancement program. The people in step 1 should be a part of the promotional 
meeting. (Sell! Sell! Sell!) 



Step 3: Set up a meeting with all the supervisors and tell them about the skills enhancement 
program. 



Without steps 1-3, the progxum will not be successful. The plant management must see the idea of 
a skills enhancement as important The employees will be more motivated to attend the classes if 
tliey think that management supports the program. 



Step 4: Set up small meetings (7-10 people) with all employees and the classroom teacher 
to discuss the types of programs available, when classes will be offered, incentives, 
and how the classes will be conducted. At this time each employee will complete 
an infomiation sheet and list the classes that he/she might be interested in taking. 
We always tell the employee that any infomiation given to us is confidential and 
the programs aie voluntary. 



Step 5: The teacher then organizes the information sheets and schedules classes. I would 
recommend that the meetings and classes be scheduled close together. For 
■example, we did employee meetings for two weeks and started classes the third 
week. 



Step 6: There must be continuous promotion tliroughout the entire program. The teacher 
should make contact to any employee that was interested but not attending classes 
now. This contact can be personally or by a note through a supervisor. Also, 
having the supervisor encourage the employee is a great benefit. Any of the ideas 
discussed in the morning session dealing with Marketing the Program would 
benefit the progi'am and increase attendance. 



IPiraDgiraums 



♦Reading and Writing (Adult Ed supplies and Literacy Association Volunteer Tutors) 
PALS, Laubach (volunteer tutoring), and Reading Groups 

*Math (Adult Ed supplies) 

Basic Math, Algebra & Algebra & Trig- Employees wanting to go to Technical College and 
preparing to take the ACyE)C class. 

*GED classes (Adult Ed. supplies) 

Prepares students to take the GED test 

*Con^uter classes (Adult Ed. equipment and software) 

IBM - WordPerfect, Lotus 123, DBASE, and Touch Typing 

Macintosh - Introduction to computers. Job Specific classes, and Newspaper class 

♦Newspaper class (Adult Ed Instructor and Company pay printing fee) 
Fabrication - People to People 
Seneca Greige Plant - Utica Griffin 

*Job Specific classes (Federal Workplace Literacy Grant-Adult Ed, Company, and Clemson Univ.) 
Reading, Writing, Math, Vocabulary, Completing forms. Communication, and Problem 
Solving - Directly relates to the jobs in Fabrication. 

* Mechanics classes (Company purchased) 

Individualized basic mechanics class. 

* AC/DC classes (Company money and Vocational Ed. money) 

Electronics class taught for the technicians. 

IIfla(£©iiitlQ^y®s 

(Company provided) 

*GED $100 savings bond. Caps & Gowns, Framexl Diplomas, Pictures, and Reception 

* Literacy Pay for 1/2 of their time 

* Newspaper Pay for 2 hours each student per month 

* Job Specific For every 3 hours company pays for 1 hour 

* ACyDC & Pay for all of tJie employees time 
Mechanics 

* All other Banquet, Certificate, and Perfect Attendance Award 
classes 
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